ANNEXURE V

MANUAL FOR SUBMISSION OF INTERNAL AUDIT REPORT BY AUDITOR:

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

Dear Sir/Madam,

Your Registration for submission of Internal Auditor Report for the period APR-24 To SEP-24
has been successfully created.
Please find the details as under:

User Id: UserID

Password: Password

TM Name: Trading member name
TM Code: Trading Member Code

Kindly click on the following link  https://inspection.nseindia.com/MemberPortal/

On clicking the above link for the first time, you will be prompted to change the password,
kindly change the password immediately.

You are requested to initiate Internal Audit for the APR-24 to SEP-24 for CM, FO, CD segment/s
and submit Annexure | & II.

In case of any clarification, please contact the Member.

Step 1: Click the URL provided in the email and login with the given credential.
Step 2: Following roles would have been assigned to Auditor’s login.

1) INSPECTION — INTERNAL AUDIT.

INSPECTION — INTERNAL AUDIT: Double click on “Inspection-Internal Audit” under Menu at the
left-hand side, Internal Audit Report MIS page will open.

Step 3: Under Internal Audit MIS — by entering Auditor Membership Number and Audit Period,
Auditor will find data as per below screen.

Part A — Data sharing: Exchange has made available the data submitted by member to Exchange
in various submissions to Auditor for verification.


https://inspection.nseindia.com/MemberPortal/

Part B — Sampling: For various Internal Audit checklist points, sample dates/ clients are
provided to Auditors for doing Audit.

Data Sharing
[ e Aeew ]

1 HOLDING STATEMENT REPORT_23082024 HS 23082024 01 SUCCESS.zip

2 HOLDING STATEMENT REPORT_05042024 )_HS_05042024_01_SUCCESS.zip

B Member Bank Details Report.
» Member DP Details Report
P Member DP Comm Bank Details Report

Note:
* To Read the data in correct format, please unzip the file and open with Notepad

Sampling Part-B

* Sample data such as top dates with highest turnover/ margin obligation during audit period, top clients with highest margin obligation during audit period as on September 30, 2024,
has been made available below. List of top 150/ 100 sample clients have been shared in the descending order by value; however, the auditor may select the top clients as per the
Sampling Criteria 1, 2 and 3 defined in Annexure 111

. Client Margin Obligation Date Top 100 Client Margin 6 Dates Date With Highest Turnover Top 100 Client Margin Total Turnover Top 100 Client

1 Datewise ClientMargin Top 100 Client Margin_6 Dates Top_turnover dates Top 100 _ClientMargin_AuditPeriod Total_turnover _top 100 client AuditPeriod

Step 4: After clicking on ‘Search’ button, auditor is required to tick the 2 checkboxes and submit
declaration (as per below screenshot). Also, auditor has to submit conflict of interest to the member
(subsequently to be submitted by Member to the Exchange from his login). ‘New Report’ button would
be visible to the auditor only after Conflict of Interest is submitted by both Auditor and Member (First
auditor then member).

aken against internal auditorjpartner/director

Canflict OF Interest Yes © No

Data Sharing

RVICES Last Login: 26/09,/202¢

SPECTION-INTERNAL AUDIT

Attention!

A Please select whether Conflict Of Interest

as Yes or No




RVICES Last Login: 26/09/2024

JSPECTION-INTERNAL AUDIT

Confirmation

° Conflict Of Interest is submitted
successfully by Auditor.

Step 5: On clicking, “New Report” button (As per above screenshot). The screen will move to
the next page and auditor is required to fill certain details.

Click ‘OK’ after reading all the point to proceed and fill all the details.

Internal Audit Report

member Name:

|

#Member Code:
Auwditor Hame:*

Auditor Designation:

Type of Entity:* -

Interal Auditor Firm Name:*

Auditar Firm Registration No:*

Auditar’s Pan Ho.:*

AN of the Auit Firm:”

Cartificate of Practice No. [COP):"

Auditor report Certified by:®

Auditor's Membership Na:*

Auditar's Email 10:*

10 Q000

Auditor's Mobile No.:*

UDIN No:*

‘Audit Periad: APR-24To SEP-24

Ho. of active non institutional clients:*




Step 6: On the same page, auditor can either download the checklist (excel template) provided
in the system or use the checklist provided in the circular for carrying out the internal Audit.

.) NSE Existing Membership v NSCCL Products v Investor v Services & Circulars v Dashboards v User v Sign-Out

ERVICES Last Login: 20/03/2024 ’|
INSPECTION-INTERNAL AUDIT

THOM Trading THCM Trading Trading Trading TMCH

Step 7: By clicking on ‘Download template for excel upload’ hyperlink, Auditor will be able to
download the template in which he needs to indicate the compliance/Non- compliance/Not
Applicable status for each checklist point and enter their remarks wherever required. After
completing the entire checklist, Auditor shall proceed to upload the same sheet by clicking the
“browse” button.

Step: 8 After completing the entire checklist, Auditor shall submit the sample details for both
compliance and non-compliance instances. By clicking on_‘Sample details file’ hyperlink,
Auditor will be able to download the template in which he needs to fill UCC, PAN and Name as
per UCC, Sample Date for all the instances for which verification has been done. If any clause
which is not applicable to member, auditor may fill “NA” in the mandatory field(s).

Structure of sample file is as under: -

Clause (Column 1), Particular (Column 2), PAN as per UCC (Column 4), Sample date “dd-mm-
vyyy” (Column 6), Amount (Please report date wise amount only where non-compliance is
observed) (Column 7)

Note: Please ensure to use the same text in the “Particulars column” for each clause as
provided in the template “Sample details file” while adding row for providing instances of
sample details verified.

Step 9: Once it is uploaded and consent for declaration is provided, Click on ‘Submit’ button.


javascript:downloadTemplate('29350')

Step 10:

After submitting the same, “Non-Compliance” (NC) observations shall be reflected in the next
screen and Auditor needs to mention remarks and provide the details like no. of instances
where non-compliance is observed, % of Non-compliance observed and value involved in non-
compliances to be provided wherever applicable.

NON COMPLIANCE/NOT APPLICABLE CLAUSES
SHo Area Of Verification Obsarvation Of Internal Auditor
Compliance  Remarks in case of abservation Sample size verified  Details of sample where non  percantage of instances where  amount/value fnvolved where
Status pliance obssrved phiancs is observed liance is observed
s month/ quarter as per the annual He
ange.
aai 2
ontinued beyand the
gin Trading Guidelines)
tbh
observation of

= Area of Verification Inernal | Sample size
o Auditor
a o material is ed {viz. Photograph, signature, Pan Card details, Proof | C .
b ¢ "
c ces, Guidelines & Circulars issued by SEBI & ¢ .
r c "
f  opening has been notified by the client to the member in writing and member ha c "
g ! ¢ .
n c "
i communicated by the tra h the client account open iting to the client c ‘

Similarly, for “Not Applicable (N.A.)” points, auditors are required to mention appropriate
remarks for non-applicability of the checklist point.

QNSE Existing Membership v

Products v Investor v Services & Circulars v Dashboards v User v Sign-Out

ERVICES Last Login: 20/03/2024 «"
INSPECTION-INTERNAL AUDIT g 9

SMo  AreaOf Observation Of Internal Auditor
Verification
Compliance  Remarks in case of observation Sample  Details of sample where non  percentage amount/value involved where non-compliance is observed Met-worth as re
size compliance observed of Member to the £
verified instances
where
non-

compliance
s observed

9.m




Similarly, for “Not Complied” point relating to point 9.m and 9.p regarding “Net worth”,
auditors are required to provide additional information: -

SMo  AreaOf Observation Of Intermal Auditor
Verification
Compliance Remarks in case of observation  Sample Details of sample wherenon  percentage amountivalue  Net-worth as reported by Net worth computad by Internal Amount of discrepancy observed  Whether the  If (d) s yes, Provids amount
Status size compliance observed of involved  Member to the Exchange(a) auditor (b) (in Re)(c=a-b) Amount is leaing to short-fall (e )
verifiod instances  where non leading to
where  compliance is Short-fall
non-  observed (Ves/No)(d)
compliance
is obsrved
m ™
9 N 15t april
2024 to
S0th v
Septembe
24
observation of
& ‘Area of Verification Intemal EES
o Auditor e
1| (iland rasictration nrumantation 7 Ani linnars | 21nriaina rrmaliznca

In case the Internal Auditor wants to highlight any material non-compliances by the Member,
please click “Add Row” to enter the same.

~  Sctings and mon|
QONSE ExistingMembershipv ~ NSCCL  Products>  Investorv  Services & Circulars  Dashboards v Userv  Sign-Out =

SERVICES Last Login: 20/03,

A I 1 AR ORIV S L TELUTY U URIICIRILIES LSV 1] LR HISPRCUION Lo 190 QUL Uy SEB1. FUI IS WIS WEITILEE 1145 COUPUS WIL U1E QUaisICAU0IS  VICLAUOIS 1808 11 LSt SED1 ISR

INSPECTION-INTERNAL AUDIT gt 3

ed in the inspection ca

Exchang h the qualifications /vialations made in ange inspection

€ Member has taken corrective steps to rectify the deficiencies observed n the Latest half yearly internal audit report c
arch 2024
20 | C he auditor on any other other a
21 The last half years Internal Audit Report was placed/ approved o/ partner z
9.m Last submitted net worth certificate to the Exchange s correctly submitted. I case of incorrect reporting of Networth is leading to shortfall, ploase spocify in remarks. NC 1s r
ot 2024
9.p Momber has maintained Net worth as prescribed by the SEBI Gazette Notification No. SEBVLAD-NRO/GN/2022/73 dated February 23, 2022 NC 1st October

2023 to 31st

March 2024
Any Material Observ:

Observation Remark

0 J Auditor can put the
s ] details of material
- non-compliances

Delete Row-

Extra added rows can be removed by selecting them & later clicking on ‘Delete Row’ button.




Step: 11- Once, the auditor enters all the details & submits it, he will get navigated to the next
screen i.e. ‘Internal Auditor Report’ having the Annexure 1 (Auditor Certificate) & Annexure 2
(Audit Report) as PDF which needs to be downloaded by the Auditor.

Step: 12- To digitally sign Annexure 1 and Annexure 2, Click on the “Sign PDF” button and
computer folder will open automatically. Select the same pdf which was downloaded and
enter the password of DSC. Signed PDF file will be saved in the same path where original file is
saved. Once Annexure 1 and Annexture 2 both files signed, then the browse button will appear.

.3 NSE Existing Membership v NSCCL Products v Investor v Services & Circulars v Dashboards v User v Sign-Out

SERVICES Last Login: 20/03/2024
Saicates Manaato
INSPECTION-INTERNAL AUDIT

Internal Audit Report

t Certificate [Annexure Download both
Au o2) the Annexures

Downloaded file to be
c uploaded by affixing
Digital Signature

We have conducted the Internal Audit for the half year ended on Sist March, 2024 on the captioned subject and guidelines thereof. Please find enclosed the Audit Report for your consideration and necessary action

While uploading the Audit certificate (Annexure 1) and the Audit report (Annexure 2), Auditor
has to ensure the following:

Upload the same files (Annexure 1 & 2) in PDF format that was downloaded.
File size should be less than 10 MB.

File name should not be changed and should remain same as downloaded.
Save the file on the system/desktop and upload.

AN NN

Upload signed file of Annexure 1 and Annexure 2 and click on submit.

Once the files are submitted, the following screen shall be displayed.



ONSE ExistingMembershipv ~ NSCCL  Productsw  Investor>  Services & Circulars>  Dashboards > Userv  SignOut PR

ERVICES Last Login: 26/09/2024

INSPECTION-INTERNAL AUDIT

Confirmation

Internal Audit Report successfully submitted
to the Exchange.

The format for the reference no is Member code/Audit_Report/ reference no.

-END-



