
Formal Appeal for Examination Retake 

Consideration 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Institution/Organization Name] 

[Institution Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally appeal for consideration to retake 

the [specific examination name] that was held on [exam date]. Due to [briefly explain reason for 

poor performance or absence], I was unable to perform to the best of my abilities. 

I understand the importance of maintaining academic integrity and standards; however, I believe 

that my circumstances warrant a reconsideration of my situation. I have taken the necessary steps 

to address the issues that impacted my performance, including [mention any relevant actions 

taken, such as counseling, medical assistance, etc.]. 

I am committed to upholding the expectations of [Institution/Organization Name] and would 

greatly appreciate the opportunity to demonstrate my knowledge and skills in a retake of the 

examination. Thank you for considering my request. I look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Student ID (if applicable)] 


