

[Recipients Name]
[Address line 1]
[Address line 2]
[State, ZIP Code]

[Subject: Normally bold, summarizes the intention of the letter] 
Dear Ms. Smith,

Please let me apologize for the incident which happened yesterday afternoon. It seems like there were problems in the kitchen that day and everyone was in a panicky mood.

We would like you to accept this gift certificate which you can use to purchase an item from our menu as a token of our regret for the incident.

Please rest assured that such a thing will not happen again.

Sincerely Yours,
Ruben Stark
Hotel Manager
