Inquiry Regarding Transport Pass Renewal

Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]
[Your Email Address]
[Your Phone Number]

[Recipient's Name]
[Recipient's Title/Position]
[Transport Authority Name]
[Transport Authority Address]
[City, State, Zip Code]

Dear [Recipient's Name],
I hope this message finds you well. I am writing to inquire about the renewal process for my
transport pass, which is set to expire on [expiration date]. Understanding the timeline and any

necessary documentation required for renewal would be greatly appreciated.

Furthermore, 1 would like to know if there have been any changes to the renewal fees or
procedures this year. Your guidance in this matter would help ensure a smooth renewal process.

Thank you for your assistance. | look forward to your prompt response.

Sincerely,
[Your Name]



