
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Company Name]  

[Company Address]  

[City, State, ZIP Code]  

Dear [Recipient Name],  

I hope this message finds you well.  

I am writing to provide a straightforward example of using the VLOOKUP 

function in Excel, which may be beneficial for your applications.  

1. **Data Setup:** 

 - Ensure you have a table of data with at least two columns. For 

example: 

 - Column A: Product ID 

 - Column B: Product Name 

2. **VLOOKUP Syntax:** 

 - The VLOOKUP function follows this format: 

 ``` 

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

 ``` 

3. **Example:** 

 - If you want to find the Product Name associated with Product ID 101: 

 ``` 

 =VLOOKUP(101, A2:B100, 2, FALSE) 

 ``` 

 - In this example, `101` is the Product ID you are looking for, 

`A2:B100` represents the range of your data, `2` indicates the column 

number from which you want to retrieve the value (Product Name), and 

`FALSE` means you want an exact match. 

If you have any questions or need further assistance, please feel free to 

reach out.  

Thank you for your attention.  

Best regards,  

[Your Name]  

[Your Job Title]  

[Your Company Name]  

[Your Signature (if sending a hard copy)] 


