
Application for Public Transit Pass Renewal 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email Address] 

[Your Phone Number] 

[Transit Authority Name] 

[Transit Authority Address] 

[City, State, Zip Code] 

Dear [Transit Authority], 

I am writing to formally request the renewal of my public transit pass. My current pass, with ID 

number [Insert Pass ID], is set to expire on [Insert Expiry Date]. 

As a regular user of your transit services, I rely on my pass for daily commuting. I kindly ask for 

your assistance in processing my renewal at your earliest convenience. 

Attached is any necessary documentation required for the renewal process, including proof of 

eligibility if applicable. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 


