Letter Template for Conflict Negotiation

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Conflict Resolution Discussion

Dear [Recipient's Name],

I hope this message finds you well. I am writing to address the recent conflict that has arisen
within our social club regarding [briefly describe the conflict]. It is essential for us to find a
resolution that works for all parties involved.

To facilitate a constructive dialogue, | propose the following steps:

« ldentify Key Issues: Let's clearly outline the main concerns related to the conflict.
o Gather Perspectives: | suggest we each share our viewpoints and feelings regarding the

situation.
o Explore Solutions: We can brainstorm potential solutions that accommodate everyone's

needs.
o Agree on Action Steps: Finally, we'll agree on the steps we will take moving forward to
resolve this matter.

Please let me know a convenient time for you to meet and discuss this matter. | believe that
through open communication, we can come to a positive resolution.

Thank you for your attention to this important matter. | look forward to hearing from you soon.
Best regards,

[Your Name]

[Your Position in the Club]

[Contact Information]



