
Conflict Resolution Procedures 

Date: [Insert Date] 

To: [Insert Group Members' Names] 

From: [Insert Your Name] 

Subject: Conflict Resolution Procedures for Our Group Work 

Dear Team, 

I hope this message finds you well. As we continue to work on our project, I believe it's 

important to establish a clear process for addressing any conflicts that may arise. Here are the 

proposed conflict resolution procedures: 

1. Open Communication: Encourage team members to express their concerns respectfully 

and openly at any time during the project. 

2. Identify the Issue: Clearly define the conflict by discussing it as a group and ensuring all 

perspectives are heard. 

3. Seek a Solution: Collaboratively brainstorm potential solutions and evaluate their 

feasibility. 

4. Agree on a Resolution: Decide on a solution that works for all parties involved and 

assign responsibilities for implementation. 

5. Follow-Up: After a solution is reached, schedule a follow-up meeting to assess the 

effectiveness of the resolution and make adjustments if necessary. 

Let's all commit to handling conflicts constructively to ensure a positive and productive working 

environment. If anyone has additional suggestions or modifications to these procedures, please 

share them during our next meeting. 

Thank you for your attention and cooperation. 

Best regards, 

[Insert Your Name] 


