



[Date]

MEMORANDUM FOR
[Name of Parties]

FROM:
[Name of Counselor/Mediator]


47 FTW/CCD


60 Mitchell Blvd., Ste #2


Laughlin AFB, TX 78843-5238

SUBJECT:
Mediation Confirmation Letter – Time and Date
1.
This letter confirms my conversation with each of you regarding the convening of a mediation conference to attempt to settle [complainant’s] informal EEO complaint filed [date filed].  Each of you voluntarily agreed to participate in this mediation conference, which you understand, is not required, but is encouraged in appropriate situations.  You both indicated that a mutually convenient time and place for the mediation conference is [date time and place of mediation].

2.
As a trained mediator, [name of mediator] will conduct the mediation; however, [name of observers] will attend as an observer.  The mediation session is informal and all communications with the mediator during the session are confidential to the extent permissible by law.  Which means, any allegations of fraud, waste and abuse charges, and/or and criminal activity will be reported to the appropriate authority.  Hopefully an agreement can be reached; however, be assured that if you don’t reach an agreement or compromise through mediation efforts, he/she will not report any matter or opinions arising from the mediation to anyone.

3.
The purpose of the mediation process is to achieve a solution to the problem which satisfies all parties and negates any need for further action on anyone’s behalf aside from those steps agreed to as part of the mediation agreement.  You do not need to bring anything to the conference, except an open mind in reaching an agreement.  Since each of you will have an opportunity to present your view of the situation which brought you to this point, you may want to make some notes of things you would like to say or ideas you have for a settlement agreement.

4.
No report or testimony unique to the mediation conference discussions or impressions will be made and forwarded to any additional proceeding, other than the actual agreement, if any, and the minutes of the mediation.  The minutes only state the date and length of the meeting, names of participants and mediator, and whether an agreement was reached or not.  Please understand that any written agreement reached during the course of the mediation will eventually become a public record for those with a need to know, and by Air Force policy, an agreement may need the written approval of a manager or supervisor with appropriate authority.

5.
The only people attending the mediation will [names of parties, mediator(s), and observers].  No one else will be included unless you both agree to such an inclusion subsequent to sending this letter and prior to the time of the mediation conference.  Attorneys can be present at the mediation conference only with consent of their respective clients and the mediator.  Any such agreement should be arrived at in advance of the convening of the mediation conference.

6.
Thank you for your willingness to attempt settlement through mediation.  If you have questions, please contact me at ext. 5879.


[Name]


Chief, EEO Counselor

