Hotel Guest Services Apology Letter

[Date]

[Manager Name]

[Hotel Name & Address]

To: [Name]
       [Address]

Dear [recipient’s name],

I would like to offer my sincere apology for the problems you faced during your stay at our hotel. I am still looking into this matter to see how this problem occurred. It is very rare to have problems with our booking system but sometimes even the technology/computer systems can deceive us. Whatever the reasons might be, your stay at our hotel was not a very pleasant experience and we are very sorry for that.

I hope, once the issue was solved, your stay with us was pleasant and you enjoyed the rest of your holiday. I am glad we were able to get you the room you were looking for. I hope you enjoyed the free meal we sent to you to cheer you up. We would love to see you again so; we are offering you a [10%] discount on your next visit to our hotel. 

We are always concerned about all our guests and it makes us feel very bad when even a single guest goes un-satisfied. We will make sure that such problems do not occur in the future. The hotel staff tried their best to fix your issue, I hope this satisfied you and gave you some comfort. I would love to hear about any other negative experiences you had with us. 

I hope you will stay with us the next time you visit this town.

Sincerely,

[Manager]

