
[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]  

Dear [Recipient's Name],  

Subject: Yielding Letter  

I am writing to formally yield [specific item or responsibility] as per 

our previous discussion. This action comes into effect on [effective 

date].  

[Optional: Brief explanation of the reason for yielding or any relevant 

context.]  

Please let me know if there are any further steps I should take or if you 

require additional information.  

Thank you for your understanding.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name] 


