DD/MM/YYYY
Mr. & Mrs. Sobrenome do Casal
Endereço
Bairro
Cidade
CEP
Tel: 
To whom it may concern.
This letter is to confirm that Mr. or Mrs or Miss Seu Nome Completo is a friend of ours and that she or he will be staying with us for a holiday at our home in London from 18th December 2016 until her or his departure on 17 January 2017.

As a friend of ours and our guest we intend to support Mr. or Mrs or Miss Sobrenome in every way necessary during her stay in the U.K or Europe or The Country.  
(SOMENTE SE SEU AMIGO FOR TE BUSCAR NO AEROPORTO)

I, Nome Completo do Seu Amigo will be present at Heathrow Airport (nome do aeroporto) on Mr. or Mrs or Miss Sobrenome’s arrival into the U.K or Europe or The Country and I am willing to answer any questions that you may have regarding her stay.

Thank you in anticipation.

Nome Completo do Seu Amigo
