
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name], 

I hope this letter finds you well. I am writing to discuss [subject of 

the letter], and I thought it would be helpful to include some data that 

I have compiled using Excel.  

To illustrate my points more clearly, I have utilized the VLOOKUP 

function. For example, if you look at the data in [specific cell 

reference] of my spreadsheet, you'll see that: 

=VLOOKUP(A2, Sheet1!A:B, 2, FALSE) 

This formula pulls the corresponding value from another table, allowing 

for accurate comparisons and analysis. 

I believe this approach will enhance our understanding of [specific 

topic]. Please feel free to let me know if you have any questions 

regarding the data or the VLOOKUP function. 

Thank you for your attention, and I look forward to your feedback. 

Sincerely, 

[Your Name]  

[Your Job Title]  

[Your Company Name] 


