[bookmark: _GoBack]Thank You Letter For Help Or Assistance While You Were Away

 [Senders Name]
[Address line]
[State, ZIP Code]
[Letter Date]
[Recipients Name]
[Address line]
[State, ZIP Code]
[Subject: Normally bold, summarizes the intention of the letter] -Optional- 

Dear [Recipients Name],
I much appreciated the help you gave me when covering my work during my recent absence from the office. I was worried that many of our clients would suffer because of a lack of attention to their needs, but you handled even the most difficult of accounts with true professionalism. Please let me know if there is any way that I can return the favor.

Sincerely, 

[Senders Name]
[Senders Title] -Optional-
[Enclosures: number] -Optional- 
cc: [Name of copy recipient] -Optional-
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