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1. Letter Review Pathway 
Prior to issuing the REB letter for an application to the research team, the REB staff may first need to send a draft of 

the letter to the REB Chair for review and approval1.  The Chair can either make changes to the REB letter 

themselves directly, or they can create a list of changes required to the letter.  For the purposes of this guide we will 

assume the REB Chair is the Letter Reviewer, however we know this may not be the case for all REB offices.  The 

system allows any REB Member with a Stream account to be assigned as the Letter Reviewer.   

1. Using the Letter Review pathway is an optional part of the REB workflow. It was built to facilitate compliance with REB 
SOPs, when required. Some REBs may choose to perform their letter review outside of the system (i.e., by email).  

 

1.1 Letter Review Required/No Letter Review Actions 

Once the REB letter has been drafted by the REB staff (i.e., an approval letter), two new action buttons will appear 

at the top of the page called No Letter Review and Letter Review Required (Figure 1).  If required, the latter can be 

used to send a drafted letter to the Chair to review (according to SOPs). 

If the Chair does not need to review the letter(s) prior to them being issued to the research team (according to REB’s 

SOPs), the REB  staff can press ‘No Letter Review’ to skip the letter review pathway.   

 
Figure 1 

 

1.2 Assigning the Letter Reviewer 

If you select the Letter Review Required option, a new action will appear at the top of the page Assign Letter 

Reviewer.  Press this button to show the Assign Letter Reviewer pop-up window, then select the Chair (or other 

appropriate individual) as the Letter Reviewer (Figure 2).   The Chair will receive an email from the system to let 

them know they’ve been assigned a letter to review.  This email contains a link to bring the reviewer directly to the 

submission timeline of the application.  The application the letter was drafted for is also accessible to the Chair from 

the For My Review tile of their Work Area. 
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Figure 2 

 

2. Assigned Letter Reviewer Instructions 
Anyone assigned as the Letter Reviewer for a drafted letter can follow the instructions below to locate the REB 

letter and make or recommend any necessary changes.   

 

2.1 Reviewing the drafted Letter 

When you assign an REB Member as a Letter Reviewer, they automatially receive an email notification from the 

system to inform them of such.  The email contains a hyperink directly to the Submission Timeline of the application 

the letter was drafted for.  

When the Letter Reviewer opens the submission, they can download the drafted letter by clicking on the paper clip 

icon in the row containing the the Draft Approval Letter action (actions in the table appear in chronological order, 

by default).  To download the letter PDF click the green Download button at the top of the page (Figure 3). 
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Figure 3 

 

2.2 No Changes Required  

If the Letter Reviewer determines no changes to the letter are necessary, they will click the No Change Required 

action button at the top of the page (Figure 4).  This will take the application to the next step of the workflow where 

the REB Staff responsible for the applciation can use the Send Approval Letter action to issue the letter as-is. 

 
Figure 4 



 

REB User Guide:   Page 6 of 6 
Letter Review Pathway v4 (April 2026) 

2.3 Changes Required 

If Letter Reviewer determines changes are necessary to the letter, they can click the Change Letter action, then 

choose one of the following methods for inputting the required changes:   

1. Type their changes in point-form directly into the text editor or; 

2. Add their changes directly into the drafted letter by following the instructions in the pop-up window (Figure 5).  

 
 

 
 
 
 
 
 
 
 
 
 

 
Figure 5 

 


