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There are usually two signatories to the REC initial application for approval forms: 
 

• REC-H – Principal Investigator (PI) and Primary Responsible Person (PRP) 
• REC-A (Research) – Principal Investigator (PI) and Primary Responsible Person (PRP) 
• REC-A (Practical) – Head of Department (HOD) and Lab Technician 

 
In most cases, the applicant completes the form, signs it and then requests the signature of the second 
signatory. 
 
Before signing, the signatory can view the form, comment on it and if changes are required, the request for 
signature can be rejected. 
 

1. Responding to a Signature Request 
 
When your signature has been requested on a form, you will receive an email with the project title, an 
optional message, and a link to the signature request.  
 

 
 
Click on the link takes you to your Signatures page on MEOS.  
 

 
 
The Signatures page can also be accessed via the [Signatures] tile in your MEOS work area. 
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Click on [View Form] to open the form. A banner indicating that the form is locked is displayed at the top of 
the page. Check the contents of the form. 
 

 
 
There are three options available: 

1. Sign the form 
2. Reject the signature request 
3. Unlock the form for editing 

 

1.1. Signing the Form 
 

If you are satisfied with the contents of the form, click the [Sign] action. 
 

 
 
Read and the Accept the declaration. 
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Click the [Sign] button. 
 

 
 
The Signatures page will open, indicating that the form has been signed.  
 

 
 
An email will automatically be sent to the person who requested your signature indicating that you have 
accepted the signature request and signed the form.  
 

 
 

1.2. Rejecting the Signature Request 
 

If the signature request has been sent to you in error, or if after reviewing the form contents, you believe 
further changes are required, the signature request can be rejected.  
 
You can make comments on the form, if required, following the process outlined in the Comments section 
below. 
 
Click the [Reject] action. 
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Provide a reason for the signature rejection and click [Reject]. 
 

 
 
An email will automatically be sent to the person who requested your signature indicating that you have 
rejected the signature request. 
 

1.3. Unlocking the Form to Edit 
 
The form can be unlocked by clicking on the [Unlock] action. When locked, the question responses are greyed 
out and cannot be edited. 
 

 
 
When unlocked the questions can be edited. 
 

 
 
Please note that unlocking the form does not send an email notifying the applicant. You will need to 
communicate this to them. 
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2. Adding Comments to the Form Questions 
 
Click on the speech bubble in the top right-hand corner of the question you wish to comment on.  
 

 
 
Click [Add New Comment]. 
 

 
 
Add your comment for this question and click [Save]. 
 

 
 
The resulting pop-up displays the comment which can be edited or deleted as required. Click [Close] to close 
the pop-up. 
 

 
 
The number in the speech bubble increases with the number of comments made on a question. 
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Comments are visible to all users with shared access to the form. The comments can be accessed from the 
Overview section of any page of the form. The number indicates the number of comments made. 
 

 
 
 

3. Frequently Asked Questions 
 

3.1. Will I only have to sign the form once? 
 

No, if the applicant has to respond to changes after the submission has been reviewed, the form is unlocked 
by MEOS and all signatures on the form are invalidated. When the changes have been made and the 
application is ready to be resubmitted, your signature will be required again. 

 

3.2. I lost the email that was sent to me. How do I sign the form? 
 
Log into MEOS as outlined in 5.1 above. Click on the Signatures tile. The number on the tile indicates the 
number of outstanding signature requests.  
 

 
 
All signature requests received, and their status is indicated. Click on [View Form] to open a form. 
 

  


