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• The following postdoctoral fellowship programs require requested reference letter writers to submit 
reference letters in the Reference Letter Submission module in Research.gov:

 Postdoctoral Research Fellowships in Biology (PRFB)
 Mathematical Sciences Postdoctoral Research Fellowships (MSPRF)

• Reference letter writers will not need to have an NSF account in Research.gov to access the 
Reference Letter Submission module.

• No changes can be made to the reference letter after it is submitted to NSF
• A confirmation email is sent to the postdoctoral fellowship proposer after the reference letter request 

email is sent to the nominated writer. The proposer can track reference letter submission status in 
the Research.gov Proposal Submission System.

Step 1 : Click on URL in NSF Fellowship Reference Letter Request email

• Requested reference letter writers will receive a system-generated email from "Rgov-No- 
Reply@nsf.gov." The subject line will begin with "NSF Fellowship Reference Letter Request."

• The email includes a unique URL for the reference letter writers to access the Reference Letter 
Applicant detail page and lists the reference letter due date.

• This URL within the NSF Fellowship Reference Letter Request email will not expire.
• Click the link in step 1 of the NSF Fellowship Reference Letter Request email or copy and paste the link into 

any web browser; you will be navigated to the Manage Reference Letters page.
• You will not be required to sign in to Research.gov when the system navigates you to the Manage 

Reference Letters page.
• Note: This process must be repeated for each postdoctoral fellowship proposer (i.e., if you are 

nominated to write a reference letter for two postdoctoral fellowship proposers, you will receive a 
unique URL in the NSF Fellowship Reference Letter request email corresponding to each proposer).

Example System-generated Reference Letter Request Email
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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 generated will expire after 10 minutes. If the One-Time Password 
expires, the reference letter writer 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 on previous slide) 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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• The Reference Letter detail page includes information about the proposer, fellowship, 
reference letter due date, proposer rating section, and reference letter instructions.

• Reference letter must be uploaded as a PDF.

Proposer and 
Fellowship information

Rating Section

Reference Letter 
instructions

Reference Letter Due 
Date

Step 3 : Make a selection in the Rating section and upload proposer reference letter

• Answer the rating question by selecting one of the five options.
• Use the Browse button to select the reference letter PDF file to upload.
• The reference letter will be immediately submitted after a rating is selected and a letter is 

uploaded. No changes can be made to the reference letter after it is submitted to NSF.

Clicking the 
Browse button 
opens the file 

selection feature
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• 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 postdoctoral 

fellowship proposer to notify of the reference letter submission.

Reference letter 
submission 

success 
message

Reference letter
status updated to 

“Submitted to NSF”

Questions?
IT system-related and technical questions may be directed to the IT Service Desk - Create Request
or via rgov@nsf.gov; service hours 7:00 a,m. - 9:00 p.m. ET, Monday - Friday except federal holidays.
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