
Settlement Agreement Negotiation 

Date: [Insert Date] 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number] 

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to initiate discussions regarding a settlement 

agreement concerning [briefly describe the issue or dispute]. 

We believe that a mutually beneficial resolution can be achieved without further escalation. To 

that end, I would like to propose a meeting on [suggest dates and times], where we can discuss 

the details of the settlement and explore potential solutions that meet both our interests. 

We appreciate your consideration and look forward to your prompt response to arrange a suitable 

time for our discussion. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company/Organization Name] 


