
 

 

ANNEXURE V 

MANUAL FOR SUBMISSION OF INTERNAL AUDIT REPORT BY MEMBER 
 

Step: 1 - Open Internet browser from the desktop.  
Step: 2 - Type https://inspection.nseindia.com/MemberPortal/ in the address bar and then 
click the Go button from the browser. 
Step: 3 - Login to Member Portal   
Step: 4 - After this step, below screen will be displayed along with the ‘Inspection’ tab at 
the left side.  
 

 
 

Double click on the ‘Inspection’ tab from the left-hand side & Inspection module will be 
launched: 

 

https://ind01.safelinks.protection.outlook.com/?url=https%3A%2F%2Finspection.nseindia.com%2FMemberPortal%2F&data=05%7C01%7Chrattan%40nse.co.in%7Ce46940927d024971e80f08daab56c881%7Cfb8ed65431954846ac37491dc8a2349e%7C0%7C0%7C638010686467435049%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=enNIVAyQ9b0GqtiLSxKNDNGAD4np7KgdSfUj8dkNaNg%3D&reserved=0


 

 

 
 

 
For Internal Auditor Registration: 
 
For each Internal Audit cycle, Members need to register their Internal Auditors. 
 

Step: 6- For each Internal Audit cycle, Members need to register their Internal Auditor 
irrespective of auditor being an existing auditor. To do so, click on “Auditor Registration” 
from the dropdown available in the Internal Audit tab. “Auditor Registration” allows 
members to add new internal auditor with his details & also allows to view the details of 
auditors previously added. 
 
 

 
 
 



 

 

 
 

Click on Add Auditor to register a new Internal Auditor. 
 
An ‘Edit’ facility is given to the member to edit the segment in which the auditor is 
registered earlier, only if the report is not submitted by the auditor. In case, the report is 
submitted, member will not be able to edit the details of the auditor. 
 

 
 

All fields are Mandatory. 
 
Note – Member needs to enter auditor’s correct email id so that after submitting the above 
form, auditor will receive his login credentials on his/her E mail along with the URL 
 



 

 

Step: 7- After ensuring that all details have been correctly entered, click “Submit” to register 
the Auditor. 
 

Upon registration, the Internal Auditor shall receive the following indicative e mail on his 
registered E mail ID. 
 

 
 
After Auditor’s Registration, member shall create the sub user from Member’s ENIT admin 
login. 
 
1st login in Member’s ENIT admin login. Right hand side under User Management click on Add 
user. 

 
 
Select Sub user and click on Next button 
 



 

 

 
 
 
Add user details, “User ID and Password should be same as entered in Auditor’s Registration. 
Add mobile number and email id of Auditor. Click on Next. 

 
 
 
Give following role to Auditor. Tick on  

• INSPECTION – INTERNAL AUDIT and submit. 



 

 

 
 
Before submission of Internal Audit Report by the Auditor, Members need to submit the 
Undertaking on ‘Penalty for Short collection / non-collection of client margins’ in 
accordance with Exchange circular NSE/INSP/52711 dated June 23, 2022. As prescribed in 
the circular, Designated Director of the trading member shall submit the stated 
Undertaking duly certified by digital signature only. Facility to submit the same has been 
provided under ‘Internal Audit Tab’ in member portal as per the below screenshot. Internal 
Auditor shall not be able to submit the Internal Audit Report unless the said Undertaking is 
submitted by member. 
 

 
 
 
TM Code and TM Name will be auto populated. Members are required to mention the name 
of their ‘Designated Director’ along with Place. Prefilled “Declaration of Penalty” is required 



 

 

to be downloaded and digitally signed by the ‘Designated Director’ using E-lock Application 
by clicking on Sign PDF option after which Submit option will be enabled. 

 
 
 
Now Auditor can login to Auditor’s login and process the Internal Audit Report. 
 
Once the Internal Audit report is submitted by the Auditor, the Member can view the Audit 
report by accessing the “Internal Audit MIS report” tab in the Member portal. 
 
 
 

 
 

 
     Internal Audit MIS Report: 
 

Download 
Undertaking 

Downloaded file to be uploaded 
by affixing Digital Signature 



 

 

On clicking the “Internal Audit MIS report” tab, Member will select the period of Internal 
Audit submission and click “SEARCH” button to view the current Audit report submitted by 
the Auditor or any previously submitted Audit reports. 
 

 
 
 

 
Submission by Member: 

To view the Audit report and to submit the management comments, Member shall click the 
“Request reference no.” against the current submission. Once clicked, the following page 
shall be displayed. 
 

 

 



 

 

 

 

 

The Member shall download the observation sheet in excel (as shown above) and indicate his 
acceptance (by selecting Y or N from the dropdown) for each compliance status marked by the Internal 
Auditor. Once done, Member shall upload the same file by browsing and clicking the upload button. 

Once the member uploads the excel by incorporating ‘Whether Auditor Comments accepted’ he will be 
redirected to the next page where he will be able to fill Management Comments for non-complied 
points only: 

 

 

 

 

 

 

Member to 
download the 

excel file 



 

 

 

This screen will display only non-compliance points as marked by the Auditor. Once done, Member 
shall proceed to fill the contact person name and his/her e mail ID and the click the “Submit” button. 

Once submitted, member will be navigated to the next screen i.e. ‘Internal Auditor Report’ having 
Audit Report (Annexure 2) as PDF which needs to be downloaded by the Member. 
 

The Member needs to attach the downloaded Audit report (Annexure 2) by clicking on the “browse” 
button and uploading the same. Once uploaded a “Sign” button shall appear. Member shall proceed to 
submit the reports by affixing the digital signature by clicking the “Sign” button and ticking the 
declaration.   
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