
GRFP Reference Letter Submission Guide
(Part 1 of 4)

All Graduate Research Fellowship Program (GRFP) reference letters are submitted in the Research.gov 
Reference Letter Submission (RLS) system. All reference letters must be submitted to NSF by 
the deadline in the Reference Letter Request email. Reference letter writers do not need to have an 
NSF Account in Research.gov to access RLS.

Fellowship Reference Letter Process
• GRFP reference letter writers will receive a system-generated email from "Rgov-No-Reply@nsf.gov."

The subject line will be begin with "NSF Fellowship Reference Letter Request."
• The email includes GRFP Applicant details and instructions to access the Research.gov RLS system.
• A confirmation email is sent to the GRFP Applicant after the system-generated reference letter request

email is sent to the writer. The GRFP Applicant can track reference letter submission status in the
Research.gov GRFP module.

• The system will send a separate email for each GRFP Applicant requesting a reference letter (i.e.,
writers who receive more than one reference request will receive an email for each GRFP Applicant).

Example System-generated GRFP Reference Letter Request Email 

Instructions with Link

Applicant Details

RLS Help Documentation

Reference Letter Due Date

Step : Click on the unique link in the NSF Fellowship Reference Letter Request email1

• Click on the link in Step 1 of the NSF Fellowship Reference Letter Request email to start the
upload process; you will be navigated to the Manage Reference Letters page.

• Note: This process must be repeated for each GRFP Applicant (i.e., if you are nominated to write a
reference letter for two GRFP Applicants, then you will receive two NSF Fellowship Reference
Letter request emails each with a unique URL corresponding to each of the requesters).

• A confirmation email is sent to the GRFP Applicant after the reference letter is submitted. GRFP
applications cannot be submitted until they have received at least two reference letters.
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Step 2 : Enter the One-Time Password (OTP) to access the Applicant detail page

• After clicking the unique link in the NSF Fellowship Reference Letter Request email, you will
receive another email with a One-Time Password (OTP); locate the email from
noreplyadmin@nsf.gov with the subject “Your One-Time Password” in your inbox.

• Enter the One-Time Password in the One-Time Password field on the Manage Reference Letters
page. Be sure not to add extra blank spaces at the end of the One-Time Password.

• Click Continue to proceed.
• After clicking Continue in the One-Time Password window, the Reference Letter Applicant detail

page will display.

Example System-generated One-Time Password Email

Continue button is enabled 
when 6-character One-Time 

Password is entered

• Note: The One-Time Password will expire after ten (10) minutes. If the One-Time Password expires,
you can generate a new One-Time Password through either of the following methods:

 Click the URL in the NSF Fellowship Reference Letter Request email again (refer to Example
System-generated Reference Letter Request Email in Step 1) OR,

 Click on the generate a new one link displayed in the Verify Your Email pop-up.

Link to generate a new One-Time 
Password
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Step 3 : Complete Submission on the Reference Letter detail page

• The Reference Letter detail page includes information about the requester, fellowship, reference
letter due date, reference letter content and file upload instructions.

• Reference letter must be uploaded as a PDF

Reference Letter 
instructions

Requester and 
Fellowship information Reference Letter Due 

Date

• Use the Browse button to select the reference letter PDF file to upload.
• The reference letter will be immediately submitted after a file is selected for upload.
• You can delete and re-upload the reference letter until the Reference Letter Due Date.

Clicking on the 
Browse button 
opens the file 

selection feature
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Step 4 : You’re done!

• A success message will display at the top of the page after the reference letter is submitted.
• The reference letter status is changed to “Submitted to NSF” for the proposer in the top portion of

the page under the Reference Letter Information section.
• A system-generated confirmation email is sent to the reference letter writer and to the requester

to notify of the reference letter submission.

Reference letter 
submission

success 
message

Reference letter status
updated to “Submitted

to NSF”

Click Delete link to replace the letter.
You may continue to delete and re-

upload until the due date.

Questions?

• Questions about the GRFP reference writer process should be directed to the GRF
Operations Center (website: https://nsfgrfp.org) or by email to grfp@nsf.gov.
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