
Notification for Upcoming Mediation 

Gathering 

Dear [Recipient's Name], 

We are writing to inform you about an upcoming mediation gathering scheduled for [Date] at 

[Time]. The meeting will be held at [Location]. This gathering aims to facilitate discussions and 

promote conflict resolution strategies among participants. 

Details of the gathering are as follows: 

• Date: [Date] 

• Time: [Time] 

• Location: [Location] 

• Agenda: [Brief Outline of Agenda] 

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

further information, do not hesitate to reach out. 

Thank you for your attention, and we look forward to your participation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


