
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Recipient Name]  

[Recipient's Position]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I hope this message finds you well. I am writing to provide a concise 

explanation of how to utilize the VLOOKUP function in Excel for our 

upcoming project.  

The VLOOKUP function allows you to search for a value in the first column 

of a table and return a value in the same row from another column. The 

syntax is as follows:  

`=VLOOKUP(lookup_value, table_array, col_index_num, [range_lookup])`  

- **lookup_value**: The value you want to search for.  

- **table_array**: The range of cells that contains the data.  

- **col_index_num**: The column number in the table from which to 

retrieve the value.  

- **[range_lookup]**: FALSE for an exact match, TRUE for an approximate 

match.  

For example, if you want to find the price of an item based on its ID, 

use:  

`=VLOOKUP(A2, B2:D10, 3, FALSE)`  

This searches for the value in cell A2, looks in the range B2:D10, 

retrieves from the third column, and finds an exact match.  

Feel free to reach out if you have any questions.  

Best regards,  

[Your Name]  

[Your Position] 


