
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:   User ID 
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 I & 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.  

 

 

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). 

 

 



 

 
 
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. 

 

 

 
 

 



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. 
 

 

 
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-
yyyy” (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. 
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 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. 
 

 

 

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

  



Similarly, for “Not Complied” point relating to point 9.m and 9.p regarding “Net worth”, 

auditors are required to provide additional information: - 

 

 

 

In case the Internal Auditor wants to highlight any material non-compliances by the Member, 

please click “Add Row” to enter the same. 

 

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.  
 

 

 

 
 
 
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. 

 

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

 

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



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


