To
[The Recipient Name]
[Address]
Dear [Name],
I [title] [name] from [name] hotel am writing to you about your stay at our hotel from [date] to [date]. I wanted to apologize for the inconvenience you faced while staying with us. 
We understand that you had reserved the rooms facing the beach but when you reached the hotel, we couldn’t give you those and you were given room [number] and [number]. As we had informed you earlier, we had no idea at the time of confirming your reservation that on the day of your arrival there would be an issue of gas leakage in those rooms rendering them unfit for occupation.
We hope you would understand the impossible situation we found ourselves in. We hope you enjoyed the complimentary fruit basket we sent up to your room. Also, we would like to give you a voucher for 10% off on your next reservation. Your satisfaction and comfort are our biggest priority and we deeply regret any inconvenience or undue stress you faced on arrival.   
Looking forward to your kind patronage in the future too.
Yours sincerely,
[Title] [Name]
[Date]
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