Request for Ticket Refund

Date: [Insert Date]

To: [Transportation Service Provider Name]

Address: [Transportation Service Provider Address]

Dear [Customer Service Team/Specific Name],

I am writing to formally request a refund for my transportation ticket purchased on [Insert
Purchase Date] for the journey from [Departure Location] to [Destination Location] on [Travel
Date].

Unfortunately, due to [brief explanation of the reason for refund request, e.g., cancellation of
service, personal emergency, etc.], | was unable to utilize the ticket. My ticket details are as
follows:

Booking Reference: [Insert Booking Reference]

Ticket Number: [Insert Ticket Number]

Passenger Name: [Insert Your Name]
Date of Travel: [Insert Travel Date]

| kindly request that you process my refund at your earliest convenience and inform me
regarding any necessary actions | must take to facilitate this process.

Thank you for your attention to this matter. | look forward to your prompt response.
Sincerely,

[Your Name]

[Your Contact Information]



