[Company Logo]   [Company Name]
CONFLICT RESOLUTION FORM
	Ref. No.:
	[Reference Number]

	Meeting Date:
	[Date]

	Facilitator:
	[Facilitator Name], [Designation]



Parties
	Party A
	[Employee Name], [Designation], [Department]

	Party B
	[Employee Name], [Designation], [Department]



Issues Discussed
1. [Issue 1, e.g., allocation of client follow-ups]
1. [Issue 2, e.g., tone in team chat]
1. [Issue 3]
Agreed Commitments
	Party
	Commitment
	By When

	Party A
	[Specific action]
	[DD/MM/YYYY]

	Party A
	[Specific action]
	[DD/MM/YYYY]

	Party B
	[Specific action]
	[DD/MM/YYYY]

	Party B
	[Specific action]
	[DD/MM/YYYY]



Shared Working Norms
1. Raise concerns privately and directly first, before escalating
1. Keep communication respectful in person, on email and in group chats
1. [Other norm agreed]
Review
	Review meeting date
	 

	Support needed from manager or HR
	 



We agree to the commitments above voluntarily. We understand this record is confidential, that it is not a disciplinary document, and that either of us may approach HR if the agreement is not working or if any unfair treatment follows this discussion.

	______________________________
Party A
[Employee Name]
Date: [Date]
	______________________________
Party B
[Employee Name]
Date: [Date]
	______________________________
Facilitator
[Facilitator Name]
Date: [Date]
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