
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Company/Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Request for Assistance with VLOOKUP Function in Excel  

I hope this letter finds you well. I am reaching out to seek your 

expertise regarding the use of the VLOOKUP function in Microsoft Excel.  

[Explain the context or situation where you need assistance with VLOOKUP, 

including any specific details about the data you are working with and 

the desired outcome.]  

I would appreciate any guidance or resources you could provide to help me 

effectively use this function.  

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

Best regards,  

[Your Name]  

[Your Title/Position] (if applicable)  

[Your Company/Organization] (if applicable) 


