
7.3 Letters of Reference (must be submitted electronically 
through the eRA Commons) 

At least three (but no more than 5) Letters of Reference are required for all applications defined as New 

and Resubmissions (see Note below) for mentored support as indicated in the table above. The letters 

should be from individuals not directly involved in the application, but who are familiar with the 

applicant’s qualifications, training, and interests. The mentor/co-mentor(s) of the application cannot be 

counted toward the three required references. It is important for the applicant to include the names of 

those individuals in the application so that the NIH staff will be aware of planned reference letter 

submissions. Within the application, the list of referees (including name, departmental affiliation, and 

institution) is included in the Other Project Information Component, Item 12. Other Attachments (see 

special K instructions in Section 7.4.3). In addition, applicants must include the same list and information 

in the PHS Cover Letter. 

The reference letters are critically important and should address the candidate's competence and potential 

to develop into an independent biomedical or behavioral investigator. Only those individuals who can 

make the most meaningful comments about the candidate's professional training and qualifications for a 

research career should be used as referees. Where possible, some referees who are not from the 

candidate's current department or organization, but are knowledgeable about their qualifications, should 

be selected.  

The candidate should request reference letters only from individuals who will be able to submit them to 

the NIH not later than the application receipt due date.  More information can be found in NIH 

Guide Notice NOT-OD-11-047. 

Applications that are missing the required letters of reference may be delayed in review or may not be 

accepted.  

Note: For resubmission applications, it is critical that NEW Letters of Reference be submitted providing 

up-to-date evaluation of the applicant’s potential to become an independent researcher, and the continued 

need for additional supervised research experience. 

Electronic submission of a letter of reference is a separate process from submitting an application 

electronically. Reference letters are submitted directly through the eRA Commons and do not use 

Grants.gov. Therefore, this process requires that the referee be provided information including (a) the PI’s 

(candidate’s) eRA Commons user name, (b) the PI’s first and last name as they appear on the PI’s eRA 

Commons account, and (c) the number assigned to this Funding Opportunity Announcement. 

Confirmation emails will be sent to both the referee and the candidate following reference letter 

submission. The confirmation sent to the candidate will include the referee’s name and the date the letter 

was submitted. The confirmation sent to the referee will include the referee and applicant’s names, a 

confirmation number, and the date the letter was submitted. 

The candidate may check the status of submitted letters by logging into their Commons account and 

accessing the “check status” screen for this application. The candidate is responsible for reviewing the 

status of submitted reference letters and contacting referees to ensure that letters are submitted by the 

receipt deadline. While the candidate is able to check on the status of the submitted letters, the letters are 

confidential and he/she will not have access to the letters themselves. Note: Because email can be 

unreliable, it is the candidate’s responsibility to check the status of his/her letters of reference in the 

Commons. 

Candidates should provide the following instructions to their referees. 

http://grants.nih.gov/grants/guide/notice-files/NOT-OD-11-047.html


Instructions for Referees: (these instructions are also found at: 

http://grants.nih.gov/grants/funding/424/Referee_Instructions_Mentored_Career_Awards.doc) 

Name of Candidate (First & Last Name as shown in the eRA Commons):  _______________ 

Candidate’s eRA Commons UserName:  _______________ 

FOA Number:  __________________________ 

The candidate is applying to the NIH for a Career Development Award. The purpose of this award is to 

develop the research capabilities and career of the candidate. These awards provide salary support and 

guarantee them the ability to devote at least 9 person-months (75% of their total professional effort) to 

research for the duration of the award. Many of these awards also provide funds for research and career 

development costs. The award is available to persons who have demonstrated considerable potential to 

become independent researchers, but who need additional supervised research experience in a productive 

scientific setting, as well as to newly independent researchers. 

In two pages or less (PDF format), describe the qualities and potential of the candidate for the career 

development award program for which support is being requested. This should include your evaluation 

with special reference to: 

 potential for conducting research; 

 evidence of originality; 

 adequacy of scientific background; 

 quality of research endeavors or publications to date, if any;  

 commitment to health-oriented research; and 

 need for further research experience and training 

 any additional related comments that the referee may wish to provide 

Please put the name of the candidate at the top of the letter. Also, be sure to include your name and title in 

the letter. 

Submitting Reference Letters 

Letters must be submitted directly to the eRA Commons at: 

https://commons.era.nih.gov/commons/reference/submitRefereeInformation.jsp and may be submitted 

any time after the Funding Opportunity Announcement opens and not later than the application receipt 

due date.   

You will be requested to enter the following information on-line at the time of submission: 

Referee Information: 

 Referee First Name (Required) 

 Referee Last Name Required) 

 Referee MI Name (Not Required) 

 Referee Email (Required) 

 Referee institution/affiliation (Required) 

 Referee department (Required) 

Candidate Information: 

http://grants.nih.gov/grants/funding/424/Referee_Instructions_Mentored_Career_Awards.doc
https://commons.era.nih.gov/commons/reference/submitRefereeInformation.jsp


 PI Commons User ID (Required) 

 PI’s last name, as it appears on the PI’s Commons account (Required) (will be validated to 

ensure they match) 

 Funding Opportunity Announcement (FOA) Number (Required) 

 Reference letter confirmation number (Required only if resubmitting a letter; not required 

otherwise) 

 Reference letter – two pages maximum; PDF format 

After you have submitted your letter, both you and the candidate will receive a confirmation of receipt by 

email. The confirmation sent to the candidate will include your name and the date your letter was 

submitted. However, the letters are confidential and the candidate will not be able to access the letters 

themselves. Your email confirmation will include a Reference Letter Submission Confirmation Number. 

The Confirmation Number will be required when resubmitting letters for the current round. Please print 

the confirmation email for your records.  

 

 


