
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Recipient's Name]  

[Recipient's 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 address [specific 

issue/reason for writing].  

  

In order to provide the necessary details, I have utilized a VLOOKUP 

formula to retrieve relevant information. Using the formula 

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

I was able to find [insert relevant data or example].  

This information is crucial for [explain importance or relevance]. Should 

you require further details or assistance, please do not hesitate to 

reach out.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

[Your Job Title]  

[Your Company] 


