
**Basic VLOOKUP Letter Outline** 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position/Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this letter finds you well.  

I am writing to request assistance with a VLOOKUP task in Excel that I am 

currently undertaking. The task involves the following steps:  

1. **Identify the Lookup Value**: I will define the value that I want to 

search for in my dataset.  

  

2. **Specify the Table Array**: I will select the range of cells that 

contain the data needed for the lookup.  

3. **Determine the Column Index Number**: I will establish which column 

from which to retrieve the corresponding data.  

4. **Choose the Range Lookup Option**: I will decide whether to conduct 

an exact match or an approximate match.  

I would appreciate any insights or tips you might have on executing this 

VLOOKUP function effectively. Your expertise would greatly help me in 

completing my task promptly.  

Thank you for considering my request. I look forward to your response.  

Sincerely,  

[Your Name] 


