Public Transport Pass Renewal Submission

Date: [Insert Date]
To,

The Transport Authority,
[Transport Authority Address]
[City, State, ZIP Code]

Subject: Renewal of Public Transport Pass
Dear Sir/Madam,

| am writing to request the renewal of my public transport pass, which is set to expire on [Insert
Expiration Date]. My current pass number is [Insert Pass Number].

In compliance with the required documents for the renewal process, | have enclosed the
following:

o Completed renewal application form

« Photocopy of my current pass

e Proof of identity

o Payment receipt for renewal fee

| appreciate your prompt attention to this matter, and I look forward to receiving my renewed
pass at your earliest convenience. Thank you for your service.

Sincerely,

[Your Name]

[Your Address]

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



