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Thank You for Covering for Me during My Period of Absence - 
[Name, Company Name & Address here]

[Date]

Dear [name],

This is just a short thank you note for all you did for me.

I want to say that I really appreciate the extra efforts you made to complete my assignments during my absence. I am aware of it that you already had a burden of your own assignments, but you still accepted to do my pending tasks.

And, you completed al my assignments in timely manner. I praise your efficiency and, I am really thankful for your great help. I will never forget it.

I would like to do the same favor for you when you need to take leave from office for anything in the future.

A Huge Thanks again.

Sincerely,

[Your name]
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