
[Your Name]  

[Your Position]  

[Your Company]  

[Your Email Address]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company]  

Dear [Recipient's Name],  

Subject: Data Analysis Utilizing VLOOKUP in Excel 

I hope this message finds you well. I am writing to share the recent 

findings from our data analysis project utilizing the VLOOKUP function in 

Excel.  

After examining the datasets, I was able to seamlessly integrate data 

from [Source Data] with [Reference Data] using the following formula: 

``` 

=VLOOKUP([Lookup_Value], [Table_Array], [Col_Index_Num], [Range_Lookup]) 

``` 

This approach allowed us to efficiently match and retrieve relevant data 

points, enhancing the accuracy of our analysis. The key results of this 

analysis are as follows: 

1. [Key Finding 1] 

2. [Key Finding 2] 

3. [Key Finding 3] 

Attached to this email, you will find the detailed report and the Excel 

file containing the VLOOKUP formulas used and the resultant data. 

Please feel free to reach out if you have any questions or require 

further clarification on the findings. 

Best regards,  

[Your Name]  

[Your Position]  

[Your Contact Information] 


