
Compensation Offer Letter 

Date: [Insert Date] 

[Recipient Name] 

[Recipient Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

We hope this letter finds you well. We understand that you recently experienced inconvenience 

due to [briefly describe the reason for the inconvenience]. We sincerely apologize for any 

disruption this may have caused in your life. 

To make amends, we would like to offer you [describe the compensation offer, e.g., a refund, gift 

card, discount, etc.]. We value your relationship with us and appreciate your understanding in 

this matter. 

Please let us know how you wish to proceed or if you have any further questions. We are here to 

assist you. 

Thank you for your patience and understanding. 

Sincerely, 

[Your Name] 

[Your Title] 

[Company Name] 

[Contact Information] 


