
Letter of Communication Facilitation 

Date: [Insert Date] 

To: 

[Recipient's Name] 

[Recipient's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to address the ongoing disputes between [Party 

A] and [Party B]. In light of the circumstances, I would like to facilitate communication to 

promote a mutually beneficial resolution. 

To this end, I propose scheduling a meeting on [Insert Date/Time] at [Insert Location/Virtual 

Platform]. This meeting will provide a platform for both parties to voice their concerns and 

discuss potential solutions in an open and constructive manner. 

Please confirm your availability for the proposed date or suggest an alternative that works for 

you. It is my hope that through this dialogue, we can work towards a resolution that satisfies both 

parties. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


