
How to Write an Application for Not 
Attending an Exam 

 

Exams are crucial academic milestones, but sometimes, unforeseen circumstances can 
prevent students from attending them. In such cases, it's essential to inform the relevant 
authorities formally. Writing an application for not attending an exam is a professional 
way to handle the situation. This article will guide you through the steps to write a clear, 
concise, and respectful application for not attending an exam. 

 

Understanding the Importance of the Application 

An application for not attending an exam serves several purposes: 

1. Official Record: It creates an official record of your situation. 
2. Transparency: It provides transparency about your absence, helping maintain 

trust. 
3. Repercussions: It may influence decisions regarding make-up exams or 

alternate arrangements. 

Structure of the Application 

A well-structured application helps in conveying your message effectively. Here is a 
standard structure you can follow: 

1. Sender’s Details: 
o Your name 
o Your roll number or student ID 
o Your class and section 



o Contact details 
2. Date: 

o The date on which you are writing the application 
3. Recipient’s Details: 

o The Principal or Examination Officer’s name 
o The name of your institution 

4. Subject Line: 
o A brief statement of the purpose of the application 

5. Salutation: 
o A respectful greeting, usually “Dear Sir/Madam” 

6. Body of the Application: 
o Introduction: State your name, class, and the purpose of writing. 
o Reason for Absence: Explain the reason for your inability to attend the 

exam. 
o Supporting Details: Provide any relevant details, such as a doctor's note or 

other documentation. 
o Request: Politely request for a make-up exam or any other necessary 

arrangement. 
o Conclusion: Express gratitude for considering your request. 

7. Closing: 

o A polite closing phrase, such as “Yours sincerely” 
o Your signature and printed name 

Sample Application 

Here is a sample application for not attending an exam: 

[Your Name] 
[Your Roll Number/Student ID] 
[Class and Section] 
[Contact Details] 

[Date] 

[Principal’s/Examination Officer’s Name] 
[Name of the Institution] 

Subject: Application for Not Attending the Exam 

Dear Sir/Madam, 

I am writing this application to inform you about my inability to attend the [subject] exam 
scheduled on [exam date]. My name is [Your Name], a student of class [Your Class and 
Section], and my roll number is [Your Roll Number]. 

Unfortunately, due to [specific reason, e.g., severe illness, a family emergency], I am 
unable to appear for the exam. I have attached a [doctor’s note/medical certificate/other 



relevant document] to support my claim. This unforeseen situation has hindered my 
ability to prepare and attend the exam effectively. 

I humbly request you to consider my situation and kindly allow me to take a make-up 
exam or any alternative arrangement that the institution deems fit. I understand the 
inconvenience caused by my absence and assure you that I am committed to fulfilling 
my academic responsibilities. 

Thank you for your understanding and consideration. 

Yours sincerely, 

[Your Signature] 
[Your Printed Name] 

Tips for Writing an Effective Application 

1. Be Honest: Always provide truthful reasons for your absence. 
2. Be Concise: Keep your application to the point, avoiding unnecessary details. 
3. Use Formal Language: Maintain a formal tone throughout the application. 
4. Attach Documents: Include any necessary documentation to support your 

reason. 
5. Proofread: Check for grammatical errors and ensure the application is well-

written. 

Conclusion 

Knowing how to write application for not attending exam is a crucial skill for 
students. It ensures that you communicate your situation professionally and respectfully. 
By following the structure and tips outlined in this article, you can write an effective 
application that clearly conveys your reason for absence and requests an appropriate 
solution. Remember, being honest and respectful in your communication can greatly 
influence the outcome of your request. 
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