
Invitation to Settlement Meeting 

Date: [Insert Date] 

To: [Recipient's Name] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

We are writing to invite you to a settlement meeting regarding [brief description of the matter]. 

The purpose of this meeting is to discuss potential resolutions and facilitate an amicable 

agreement. 

Details of the Meeting: 

• Date: [Insert Date] 

• Time: [Insert Time] 

• Location: [Insert Location] 

Please confirm your attendance by [Insert Confirmation Date]. If you have any questions or 

require further information, do not hesitate to reach out. 

We look forward to your participation. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


