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ABOUT THIS PUBLICATION 
 
 

      This publication provides entrepreneurs and small business owners with a comprehensive 
set of legal letters.  It has been designed to cover legal areas you face in day-to-day business.  
These letters can be used in those circumstances, which are described by their clear wording, 
content, and outline. All legal letters can be readily adapted to suit specific business needs and 
situations. Technical legal jargon has been eliminated whenever possible and replaced with 
easy-to-understand plain English for simplicity of use and readability. 
 
      All letters listed in the “101 Legal Letters” publication can be quickly re-typed on 
business letterhead or simply printed direct from your computer.  To use a letter simply type 
the text verbatim and where instructed, add relevant details including name(s), address, dollar 
amount, etc.  
 
      The proper and careful use of these legal letters will provide the small business owner 
with the opportunity to save a considerable sum of money in legal costs over the course of the 
life of their business.  Each legal letter complies with current State/Federal law.  Moreover, 
these letters will provide the business owner with a cost-effective way to avoid any 
misunderstandings about “what was or what was not” intended in a certain situation or 
business transaction.  
 
       Important:  After using this publication you may wish to compose your own letters to 
suit special needs or circumstances in your type of business. If in doubt as to whether a 
particular legal letter (in this publication) will work in a specific application, please consult 
the advice of a professional person. 
 
    Business Associates Inc. 
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All rights reserved. You may not: (a) Sell, rent, duplicate, place on the World Wide Web BBS, or 
integrate the information in this publication in whole or in part on an Internet web site. (b) Transfer or 
grant any rights of use in any form or by any means, electronic or mechanical, including 
photocopying, recording or by any information storage and retrieval system to another person or 
entity. (c) Modify, translate, create derivative works based on, and copy the information in this 
publication for any other purpose outside of the terms of sale. Breaches of said terms would result in 
vigorous legal action to the full extent as permissible under local, State, and Commonwealth law.  
 
Business Associates Inc. is dedicated to providing up-to-date and accurate legal information to the 
public.  All Business Associates Inc. publications are periodically revised to contain the most up-to-
date business and legal information. 
 
2nd Edition; Release Date – March 2012 
 
This publication is designed to provide accurate and authoritative information in regard to the subject 
matter covered. It is sold with the understanding that the publisher and author are not engaged in 
rendering accounting, or other professional services. If personal legal advice, technical, or other expert 
assistance is required, the services of a competent professional person should be sought. 
 

DISCLAIMER 
 

Because of possible unanticipated changes in governing statutes and case law relating to application of 
any information contained in this publication, the author, publisher, and any and all persons or entities 
involved in any way in the preparation, publication, sale, or distribution of this publication disclaim all 
responsibility for the effects or consequences of any use or action taken in reliance upon information 
contained in this publication. No representations, express or implied, are made or given regarding the 
legal consequences of the use of any information contained in this publication. Purchasers and persons 
intending to use this publication for the preparation and execution of any business letter are advised to 
check specifically on the current applicable laws in any jurisdiction in which they intend the 
information to be effective. 
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