16 January 20XX
Harshit Robin
New York, 4520

Dear Mr. Robin, 
I am much grieved for not allowing Hetty to participate in the final round of the debate competition that was on the 3rd of this month. I was much happy that he got the first position in the first two rounds and illuminated the school’s name on the higher level. I always appreciate him for his endless efforts about the study and he is a very keen observer and presents such ideas in the class that for a moment keeps everyone in shock that students at this age can talk like this. His knowledge about literary books is above all and once he was appreciated by the principal when he related class lessons with the poems of John Keats.
I am writing this letter to say sorry to you for not giving permission to Hetty for the final round. He was not much well prepared for that day and was confused a little. He talked with me personally about this and when I listened to what he had prepared, there were so many mistakes in it, and he was repeating the same words again and again. I discussed this matter with the school principal, and we concluded that we will not let Hetty perform today. As this was a matter of his sake as well as schools so better was to not allow him for all this.
I have mentioned the circumstances that were the reason behind his dropping out of the competition, but I promise that next, I will prepare him fully for any kind of competition. This is what I had to say to you, and I hope that you will understand. You did the same if you were in my position. If you want to ask more about it you can contact me on my number [X], but make sure to text me your name before you call. Thank you!
Regards,
Monica Lincoln
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