Dear Sir or Madam,
I am writing as a reference for {Name} concerning a volunteer position at {organization}. {He/she} is honest and reliable, with relevant experience in {field}.
I have known {Name} since {date}. {He/she} has been my {teacher/student/boss/employee} for {number} years, and during that time {he/she} has always been prepared and knowledgeable when it comes to required materials, lessons and possible questions. {Anecdote expounding on these qualities}.
More than just possessing a drive and enthusiasm to do good deeds, {Name} is extremely qualified to perform this work. {He/she} spent {amount of time} {volunteering/tutoring/teaching/working} at {organization}. {Example of complementary work}.
Thank you for your time. Please contact me if you have any further questions.
Sincerely,

{Sender}

