[Your Name]

[Your Address]
[City, State, ZIP Code]
[Email Address]
[Date]
[Recipient's Name]
[Recipient's Title]

[Institution Name]

[Institution Address]

[City, State, ZIP Code]

Dear [Recipient's Name],

I am writing to formally request assistance regarding [specific issue
related to academic use of VLOOKUP]. I believe that utilizing the VLOOKUP
function can significantly enhance [explain the context and importance of
your request].

To clarify my understanding, the VLOOKUP formula is structured as
follows:

"=VLOOKUP (lookup value, table array, col index num, [range lookup])"

In my situation, [provide a specific example or scenario where VLOOKUP is
applicable]. I would greatly appreciate any guidance or resources you
could provide on this matter.

Thank you for your time and consideration. I look forward to your
response.

Sincerely,

[Your Name]

[Your Academic Program/Class]



