
Notification of Dispute Resolution Meeting 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

Subject: Notification of Dispute Resolution Meeting 

Dear [Recipient's Name], 

We are writing to inform you that a dispute resolution meeting has been scheduled to discuss the 

issues related to [brief description of the dispute]. The details of the meeting are as follows: 

• Date: [Insert Meeting Date] 

• Time: [Insert Meeting Time] 

• Location: [Insert Meeting Location] 

• Participants: [List of Participants] 

We encourage you to prepare any relevant documentation and to be ready to discuss the matters 

at hand. Your input is valuable to reach a resolution. 

Please confirm your attendance by [Insert RSVP Deadline]. If you have any questions or require 

further information, do not hesitate to contact us. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 

[Your Company/Organization] 


