[Referees Name]

[Referees Address]

[Date]

Dear [Referees Name]

Re: [Volunteer’s Name and Address]

The above person has applied to [Organisation’s Name] expressing an interest in volunteering with us and has given your name as a referee.

I have enclosed a copy of the role description for the volunteering opportunity they are interested in and a stamped addressed envelope for your reply.

Your comments as to the suitability of the above person to do this type of volunteering will help us to make a more informed decision.  In your reply please give details of how long you have known the above person and in what capacity.

Thank you for your assistance.

Yours sincerely

Volunteer Manager
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