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Objective: This document is a step-by-step guide on how to submit 
disclosures to SEBI under SEBI (Substantial Acquisition of Shares 
and Takeovers) Regulations, 2011 (“the Regulation”).  
 
Intended Users: Promoters/acquirers or anyone filing disclosures 
on behalf of them 
 
Legal Provisions: Disclosures have to be submitted by 
promoters/acquirers for Reg 29, Reg 31 and Reason for 
Encumbrance when specific events are triggered.  
 
Once submitted, the Stock Exchange will disseminate the same on 
the public website.  
 
Submissions of any other regulations under SAST Regulation, 2011 
will continue via email to takeover@nse.co.in 
 
 
Document Owner: NSE 
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1 Download Utility  

Utilities for the following regulations will be available for download on the NSE Digital 
Portal – 

a. Regulation 29  
b. Regulation 31 
c. Reason for encumbrance 

 
 
 
Steps to download the utility  
 
i. To download the utility, navigate to NSE India site (https://www.nseindia.com/). 

The login drawer on the right pane will open by default. If it doesn’t appear, click 
the arrow icon. Click either 'Exchange' or 'Clearing' move to login page. 
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ii. Once you log onto the NSE Digital portal, the landing page will give you a choice to 
login either into Clearing or Exchange side. Click 'Exchange'.  
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iii. On the login page, click on SAST disclosures 
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iv. User will be redirected to the SAST Page which has the following options –  
a. Download Excel Utility  
b. Submit NEW disclosure  
c. Submit REVISED disclosure 

 
v. User can click on the download button to download any utility  
 
 
 

 
 
 
(Note - It is recommended to always download the latest version of the utility for 
generating the XML) 
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2 Generate XML/Report 

 
i. Open the downloaded Excel utility and go through the Instructions sheet for 

details to populate the utility.  
 

ii. Each utility will have 1-2 sheets to be filled. Below is a screenshot of the utility 
of Regulation 29.  

 
iii. The data fields will be either type-in fields or drop downs.   
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iv. For all tables, if additional rows are required, use the ‘Add Rows’ button to add 
the required rows 
 

v. For deleting any additional rows use the ‘Delete Rows’ button. If a row is added 
and left blank, utility will show an error while generating XML 

 
vi. Verify all data and click on 'Generate File for Upload' to generate the pre-

formatted XML ready for upload. The XML will be generated in the same folder as 
the utility. 

 
 

 
 
Note: 
• Data entry fields are marked in green background. 
• Mandatory fields are marked in red font. 
• Optional/non-mandatory fields are marked in black font. 
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vii. Click on 'Print PDF Report' to preview report. The same report can be signed and 
uploaded in case you opt for the physical signature option (instead on e-sign) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note: 
 If any fields are left blank and 'Print PDF Report' is clicked, system will generate 

error prompt and will highlight all such fields in red color (as above). 
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3 Submit Disclosures 

3.1 New Submission  

 
i. Click on 'Start' button against the New Disclosure type to move to the application 
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ii. Add email addresses of acquirer as well as PAC1 by clicking on 'Add More'. 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note: 
• Maximum of 4 additional email addresses can be added. 
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iii. Select the Disclosure regulation from the drop-down list. 
 

 
 
 
iv. Press the Upload button to browse and upload your XML file generated from the 

Excel utility. System will run validations on upload and populate errors (if any). 
 
v. Tick mark the Declaration before proceeding towards the signature. 
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Note:  
• Name of the uploaded XML file will be visible in grey font below the 'XML File' label 
• This is applicable to all regulations.  
• If there is an error, the system will indicate such an error below the uploaded file: 
 

 
 
vi. Select any option for Signature verification – Aadhaar based OTP, Digital Signature 

Certificate or Scanned Document with sign. 
 
 

 
 
 
Note: 
• For Scanned document with signature option, a signed and scanned copy of the PDF 

generated from the Excel utility must be uploaded. 
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• For Aadhar based OTP option, after selecting the respective option the window will 

be pop-up for confirmation. 
 

 
• On clicking ‘Yes’ option, user will need to choose the details/medium through 

which E-sign needs to be initiated. 
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 Once the medium is selected, the user is required to enter the Signatory Name 
and click on ‘Initiate E-sign’ button. Please note the user needs to enter the 
Name as mentioned on the Aadhar card, including First, Middle and Last Name. 
 

 
  



      
 

 

USER MANUAL 
SAST Disclosures 

 

 On clicking on ‘Initiate E-sign’ the user will be provided with a link on the email. 
 

 
 
The user needs click on the ‘Click here’ link. Upon which the user will be provided with 
an OTP on the email Id, entering the same will redirect the user to the E-signing 
portal. 
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 On successfully entering the OTP the PDF form of the Application will be 
displayed and user needs to click on ‘Sign Now’ button to proceed ahead. 

 
 

 Clicking ‘Sign now’ will re-direct the user to the screen where the Aadhar 
number needs to be entered. 

 

ABC 
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 The Aadhar number needs to be entered and ‘Send OTP’ needs to be clicked. 
Please note OTP will be sent on the mobile number and email id registered with 
the Aadhar card through the medium of a text message and email. 
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 On entering the OTP, the Verify OTP button will be enabled and user can 
proceed further clicking on the same. 

 

 
 On completion of the E-signing process the same shall be updated on the 

respective application as well. Please note the update on the application will 
take a few moments. 
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 For E-sign using DSC all the steps mentioned with respect to Aadhar based OTP 
except instead of OTP the user needs to enter the DSC token Pin. 
 

vii. Post successful completion of e-sign, a popup confirming the same appears. Press 
the 'Submit' button once you see the popup. 

 
viii. Once the disclosure is submitted successfully, a copy of the submission with an 

acknowledgement number will be sent to the email ID(s) provided. You can also 
download/print your copy of the declaration from this screen. 
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3.2 Revised Submission  

i. Click on 'Start' button against the Revised Disclosure type. 
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ii. Add email addresses of acquirer as well as PAC1 by clicking on 'Add More'. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note: 
• Maximum of 4 additional email addresses can be added. 
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iii. Enter the acknowledgement number of the immediately preceding disclosure which 
is to be revised and click 'Verify' 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note: 
• In case the disclosure was already revised thrice and now you are attempting to 

revise it for the fourth time, please enter the acknowledgement number of the 
third revision 
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iv. Once the system populates details of the acknowledgement number, check if it 
matches with your disclosure. If not, edit the acknowledgement number and click 
on verify again. 
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v. Press the Upload button to browse and upload your XML file generated from the 
Excel utility 

 
Note: 
• Name of the uploaded XML file will be visible in grey font below the 'XML File' label. 
• If there is an error, the system will indicate such an error below the uploaded file: 
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vi. Tick mark the Declaration before proceeding towards the signature verification. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

ABC Limited 
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vii. Select the appropriate option for Signature verification – Aadhaar based OTP, 
Digital Signature Certificate or Scanned Document with sign. 

 
 

 
 
 
Note: 
• For Scanned document with signature option, a signed and scanned copy of the PDF 

generated from the Excel utility must be uploaded. 
 

 
• For Aadhar based OTP option, after selecting the respective option the window will 

be pop-up for confirmation. 
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• On clicking ‘Yes’ option, user will need to choose the details/medium through 

which E-sign needs to be initiated. 
 
 

 
 

 Once the medium is selected, the user is required to enter the Signatory Name 
and click on ‘Initiate E-sign’ button. Please note the user needs to enter the 
Name as mentioned on the Aadhar card, including First, Middle and Last Name. 
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 On clicking on ‘Initiate E-sign’ the user will be provided with a link on the email. 
 

 
 
The user needs click on the ‘Click here’ link. Upon which the user will be provided with 
an OTP on the email Id, entering the same will redirect the user to the E-signing 
portal. 
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 On successfully entering the OTP the PDF form of the Application will be 
displayed and user needs to click on ‘Sign Now’ button to proceed ahead. 
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 Clicking ‘Sign now’ will re-direct the user to the screen where the Aadhar 
number needs to be entered. 

 

ABC Limited 
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 The Aadhar number needs to be entered and ‘Send OTP’ needs to be clicked. 
Please note OTP will be sent on the mobile number and email id registered with 
the Aadhar card through the medium of a text message and email. 
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 On entering the OTP, the Verify OTP button will be enabled and user can 
proceed further clicking on the same. 

 

 
 On completion of the E-signing process the same shall be updated on the 

respective application as well. Please note the update on the application will 
take a few moments. 
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 For E-sign using DSC all the steps mentioned with respect to Aadhar based OTP 
except instead of OTP the user needs to enter the DSC token Pin. 

 
viii. Post successful completion of e-sign, a popup confirming the same appears. Press 

the 'Submit' button once you see the popup. 
 
ix. Once the disclosure is submitted successfully, a copy of the submission with an 

acknowledgement number will be sent to the email ID(s) provided. You can also 
download/print your copy of the declaration from this screen. 

 
For further queries/clarifications, please contact us at 1800 266 0050 (IVR option 4) or 
mail us at compliancecustomersupport@nse.co.in 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


