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INVITATION TO MEDIATE EMAIL TEMPLATE 
This template is designed to be a starting point for inviting someone to participate in a mediation with you via email. There is no one right way to do this, and we encourage you to edit the template in a way that makes sense to you and aligns with the nature of your relationship with the other person/persons you are inviting.  
Subject: Invitation to Participate in a Mediation 
Dear [NAME OF PERSON YOU ARE INVITING], 
I’m writing to invite you to join me in a mediation session to discuss [INSERT DESCRIPTION OF PRIMARY ISSUE] and [INSERT DESCRIPTION OF SECONDARY ISSUE]. These conversations can be difficult, and I believe that mediation could offer a constructive space to openly discuss our perspectives and experiences. 
The session would be led by two mediators from Northwestern’s MCR Initiative, neutral facilitators who can help guide our conversation in a productive and respectful manner. My hope is that this process will help us develop better communication, mutual understanding, and effective strategies for collaborating moving forward. 
Understanding your perspective is important to me, and I genuinely want this to be a positive step for both of us. Please let me know if you’re open to participating. If you have questions about the process, you can read the MCR FAQs or reach out to mcr@northwestern.edu. 
Thank you for considering this opportunity to improve our working relationship. 
Sincerely, 
[YOUR NAME] 
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