
**Template Example for VLOOKUP Application in Letter Templates** 

--- 

[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 message finds you well. I am writing to follow up on our 

recent conversations regarding [specific topic or project]. As we 

discussed, I have gathered the necessary information, and to streamline 

our communication, I have utilized a VLOOKUP function to identify key 

details from our data sets. 

For your reference, the following data points have been extracted: 

- **Employee Name:** VLOOKUP("Employee ID", [Data Range], Column Index, 

FALSE) 

- **Project Status:** VLOOKUP("Project Code", [Data Range], Column Index, 

FALSE) 

- **Budget Allocation:** VLOOKUP("Budget ID", [Data Range], Column Index, 

FALSE) 

Please let me know if you need further clarification on these values or 

if there are additional metrics you would like to review. 

Thank you for your attention. I look forward to your response. 

Sincerely,  

[Your Name]  

[Your Job Title]  

[Your Company Name]  

--- 


