
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I hope this message finds you well. I am writing to share some insights 

regarding our recent project analysis using Excel, particularly 

highlighting the effective use of the VLOOKUP function. 

In our dataset, we have two tables: one containing Product IDs and 

Product Names, and another with Product IDs and Sales Figures. By using 

VLOOKUP, we successfully consolidated the data to analyze sales 

performance per product. 

For instance, the formula we used is as follows:  

`=VLOOKUP(A2, SalesData!$A$2:$B$100, 2, FALSE)` 

In this formula: 

- `A2` is the Product ID we want to look up. 

- `SalesData!$A$2:$B$100` defines the range of the second table where the 

Product IDs and Sales Figures are found. 

- `2` indicates that we want to return the value from the second column. 

- `FALSE` signifies that we are looking for an exact match. 

This functionality has streamlined our reporting process and improved 

accuracy. Please let me know if you would like to discuss this further or 

have any questions. 

Thank you for your attention to this matter. 

Sincerely,  

[Your Name] 


