[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 share a useful Excel VLOOKUP formula that you may find
beneficial for retrieving data efficiently. Below is a template example
for your reference:

=VLOOKUP (lookup value, table array, col index num, [range lookup])

**Where:**

- **lookup value**: The value you want to search for in the first column
of the table.

- **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]**: Optional. Use FALSE for an exact match and TRUE for
an approximate match.

For example, if you want to find the price of a product based on its ID:

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

In this case, A2 is the product ID, B2:D10 is the table range, 3 is the
column number for the price, and FALSE indicates that you want an exact
match.

Please feel free to reach out if you have any questions or need further
assistance with Excel formulas.

Best regards,

[Your Name]

[Your Position]

[Your Company]

[Your Phone Number]



