
Subject: VLOOKUP Function Assistance Needed 

Hi [Team/Name], 

I hope this message finds you well. I wanted to reach out regarding the 

VLOOKUP function in our recent project. I have encountered an issue that 

I believe requires your expertise. 

I am trying to [briefly describe the specific issue or data requirement], 

and I need to look up values from [provide details on the data range or 

table]. Specifically, I want to find [describe what you are trying to 

retrieve using VLOOKUP]. 

Here's what I have so far: 

- Lookup Value: [insert lookup value] 

- Table Array: [insert table array range] 

- Column Index Number: [insert column index] 

- Range Lookup: [insert TRUE/FALSE] 

Could you please provide your insights on how to best structure this 

function or any alternatives you might suggest? Your help would be 

greatly appreciated! 

Thank you in advance for your assistance. 

Best regards,  

[Your Name]  

[Your Position]  

[Your Contact Information] 


