
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company/Organization Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Application for ZTA (Zonal Transit Authorization)  

I am writing to formally request the Zonal Transit Authorization (ZTA) 

for [briefly describe the purpose, e.g., "the transportation of goods 

within the specified zone"]. My organization, [Your Organization's Name], 

is committed to complying with all regulations and ensuring a smooth 

transit process.  

Details of the application are as follows:  

- **Name of Organization:** [Your Organization's Name]  

- **Address:** [Your Organization's Address]  

- **Contact Person:** [Name of Contact Person]  

- **Contact Number:** [Contact Number]  

- **Description of Goods/Services:** [Brief Description]  

- **Proposed Duration:** [Duration for which the ZTA is requested]  

- **Specific Zones Involved:** [List of zones]  

Attached are all required documents, including:  

1. [Document Name]  

2. [Document Name]  

3. [Document Name]  

We appreciate your attention to this application and look forward to your 

timely response. Should you require any further information or 

clarification, please feel free to contact me at [Your Phone Number] or 

[Your Email Address].  

Thank you for considering our ZTA application.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Organization's Name]  

[Your Organization's Website (if applicable)] 


