
Dispute Resolution Letter Template 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Subject: Dispute Resolution Request 

Dear [Recipient's Name], 

I am writing to formally address a dispute that has arisen regarding [briefly describe the issue]. 

This matter has been a source of concern for me, and I believe it is important to resolve it 

amicably. 

Background 

[Provide a detailed background of the issue, including relevant dates, actions taken, and any 

previous communications regarding the dispute.] 

Dispute Summary 

[Clearly outline the key elements of the dispute, including specific grievances and any impacts 

you have experienced as a result.] 

Proposed Resolution 

[Suggest possible solutions or courses of action that you believe would be appropriate to resolve 

the dispute.] 

Next Steps 

I kindly request that we discuss this matter further and explore potential resolutions. Please 

contact me at your earliest convenience to arrange a meeting or to communicate your thoughts. 



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

Sincerely, 

[Your Name] 


