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Financial Conduct Authority 
Guide to submitting a notification of delayed disclosure of inside information via the FCA website 

When to submit a notification of delayed 
disclosure of inside information form 

An issuer, or an emission allowance market participant (EAMP), may 

delay disclosure of inside information to the public provided that the 

delay meets the following conditions: 

• Immediate disclosure is likely to prejudice its legitimate interests 

• Any delay in disclosing information is unlikely to mislead the 

public, and 

• it is able to ensure the confidentiality of that information. 

Where disclosure of inside information was delayed, immediately after 

disclosure of such information you must inform the FCA that the 

disclosure was delayed. You must do this by completing the delayed 

disclosure notification form, which can be accessed from the FCA 

website. 

You can submit this form using any of the following browsers: 

Chrome, Firefox, Safari, IE. To ensure all features are displayed 

properly on your screen we recommend you check that you are using 

any of the two most recent browser versions. 

References to ESS on form relates to the FCA records held on the Electronic 

Submission System used to validate the information provided to us. 
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Financial Conduct Authority 
Guide to submitting a notification of delayed disclosure of inside information via the FCA website 

Create a notification of delayed disclosure of 
inside information form 

Click on the Access Delayed Disclosure Notification button to create a 

Notification of Delayed Disclosure of Inside Information form. 

The form is split into 6 sections: 

• Section 1 - Identity of the issuer or EAMP 

• Section 2 - Identify of the person making the notification 

• Section 3 - Contact details of the person making the notification 

• Section 4 - Identification of the publicly disclosed inside 

information that was subject to delayed disclosure 

• Section 5 – Date and time of the decision to delay the disclosure 

of inside information 

• Section 6 - Identity of all persons with responsibilities for the 

decision of delaying the public disclosure of inside 

information 
3 



   
               

 

 

 

 

 
 

 
 

    

   

 
 

  

 

 
 

  

  

  

 

 

 

 

Financial Conduct Authority 
Guide to submitting a notification of delayed disclosure of inside information via the FCA website 

Section 1 – Details of the issuer or emission 
allowance market participant 

On this screen you can enter the Legal Entity Identifier code 

(or LEI), a unique 20 character code that identifies distinct 
legal entities that engage in financial transactions. (Note that, 

although we would prefer you include this information, it is not 
mandatory). 

To add the name of the entity (or Issuer) click on the button 

which will bring up the following: 

This will allow our system to check if the Issuer exists on the 

FCA’s records (most organisations will already be recorded in 
our records) and if found, and selected, will auto-populate the 

form for you. 
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Financial Conduct Authority 
Guide to submitting a notification of delayed disclosure of inside information via the FCA website 

There are two Search Criteria to obtain the name as follows: 

• By Organisation Name (partial or full name of the Issuer). 

• Or if you know the LEI (Legal Entity Identifier), you can also 

use the dropdown to select LEI and proceed. 

To search by Organisation Name simply select that from the 

Search Criteria and enter at least 4 characters from the name – 
see below for example – and then press proceed. You do not 

need to enter the full name of the company – just a few 

characters is enough. 

Alternatively, to search by LEI simply select that from the Search 

Criteria and enter the LEI – and then press proceed 
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Financial Conduct Authority 
Guide to submitting a notification of delayed disclosure of inside information via the FCA website 

Either search will bring up data matching the search criteria. If 

the appropriate Organisation is presented then simply select the 

box, press proceed and continue to Section 2 of this guide. 

Second Search stage: If the name that you are looking for is 

not found via the search above then toggle “GLEIF 

Integration” and click proceed and a search in the GLEIF 

database will occur. 

You will now see all the associated GLEIF register searches, scroll 

to find your correct Organisation, tick the box to select, then 

press proceed. This will auto-populate the form and you can 

move to Section 2 of this guide. 
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Financial Conduct Authority 
Guide to submitting a notification of delayed disclosure of inside information via the FCA website 

Final stage: If the Issuer’s name is not identified by either of the 
preceding steps, please select the ‘no match found’ and press 
Proceed. 

Enter the full Organisation Name in the screen below, and 

complete and press Proceed to move to Section 2. 
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Financial Conduct Authority 
Guide to submitting a notification of delayed disclosure of inside information via the FCA website 

Section 2 – Identity of the person making the 

notification 

Enter your name and your position within the issuer or EAMP. 

Section 3 – contact details of the person making the 
notification 

Enter your professional email address and contact phone number. (Note that 

your email address will be validated when you submit the form – see below) 
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Financial Conduct Authority 
Guide to submitting a notification of delayed disclosure of inside information via the FCA website 

Section 4 – identification of the publicly 
disclosed inside information that was 
subject to delayed disclosure 

Complete the following fields: 

• Title of the disclosure statement 

• Reference number (if a reference number is available) 

• Date of the announcement (via a pick list), and 

• Time of the announcement in 24 hour format and the time zone 

Section 5 – date and time of the decision to 
delay the disclosure of inside information 

Complete the date and time (including time zone) when the issuer or 

EAMP took the decision to delay disclosure. 
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Financial Conduct Authority 
Guide to submitting a notification of delayed disclosure of inside information via the FCA website 

Section 6 – identity of all persons with 
responsibilities for the decision of delaying 
the public disclosure of the inside information 

Provide details of all persons with responsibilities for the decision to 

delay the public disclosure of inside information. 

• Where multiple names are entered, each individual’s name should 

be separated by a semi colon. 

• Where such decision was taken by a decision making body within 

the issuer or EAMP (e.g. The Board), it is acceptable for you to 

identify the body rather than providing the names of all members. 
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Financial Conduct Authority 
Guide to submitting a notification of delayed disclosure of inside information via the FCA website 

Review, Submit and print the notification 

Once you have submitted all the information click on the 
button. 

You can: 

• Review all the information you have entered into the form 

• Edit any information by clicking on the button. 

Submit your notification form by clicking on the “I’m not a robot” 
reCAPTCHA box 
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Financial Conduct Authority 
Guide to submitting a notification of delayed disclosure of inside information via the FCA website 

In certain circumstances, for example where you have 

submitted several notifications within a short period of time, 

you will be requested to complete a more advanced level of 

verification. You will be asked to click on certain pictures to 

complete the verification. 

Click on the button to submit your notification to the 

FCA. 

On the submission page you will be given an option to save 

and print your notification. 

Click on the disk icon to save or print your notification. 

After clicking on the following page will be displayed 

with an option to save and print the notification for the user’s 

records. 

We recommend that you save all your notifications. 
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Financial Conduct Authority 
Guide to submitting a notification of delayed disclosure of inside information via the FCA website 

Verification Email 

We will send an email to the email address you provided on the form. 

Click on the “Verify email address” link included in our email to confirm 

that FCA has your correct email address if we need to make an enquiry 

regarding your notification. 
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