
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inquire about the possibility of initiating 

settlement discussions regarding [brief description of the matter, e.g., our ongoing dispute, 

contract negotiation, etc.]. 

Given the current circumstances, I believe it would be beneficial for both parties to explore a 

potential resolution outside of traditional litigation or formal proceedings. I am hopeful that we 

can approach this matter collaboratively, with the aim of reaching a mutually satisfactory 

agreement. 

If you are open to discussing this further, please let me know your available times for a meeting 

or a call. I look forward to your response and hope we can pave the way towards an amicable 

settlement. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title, if applicable] 



[Your Company, if applicable] 


