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.
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Double click on the ‘Inspection’ tab from the left-hand side & Inspection module will be
launched:
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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.
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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.
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All fields are Mandatory except ‘Expiry Date of COP’.

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.

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:

Userld: 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
1 &II.

In case of any clarification, please contact the Member.

After Auditor’s Registration, member shall create the sub user from Member’s ENIT admin
login.

1%t login in Member’s ENIT admin login. Right hand side under User Management click on Add
user.
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https://inspection.nseindia.com/MemberPortal/

Select Sub user and click on Next button.
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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.
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Give role to Auditor. Tick on
e INSPECTION- INTERNAL AUDIT and submit.
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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.
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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.
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The member must obtain the ‘Conflict of Interest (COI)’ declaration from the internal
auditor and share it with the stock exchange. Once the auditor submits the Conflict of
Interest declaration from auditor login , the member will access the “Auditor Registration”
tab and submit their own ‘Conflict of Interest’(COIl) by clicking on the 'Conflict of Interest
button'. The member will select the response for “Conflict of Interest” and submit the
declaration to the exchange.

Q NSE Existing Membership v NSCCL Products ~ Investor * Services & Circulars v Dashboards * User~ Sign-Out m

SERVICES Last Login: s

Inspection Q NSE

Risk Based Supervision »  Enhanced Supervisioffs

My Inspection

FERVICES Last Login .
Inspecti
nspection D NSE

My Inspection =  Risk Based Supervision = Enhanced Supervision = Internal Audit = Statement Upload =  Active Terminal = VAPT= SAASw AP~ Penalty~ HelpDocuments  Contact Detail

Audit Period Membership No Firm Name s:" L Sagments Qualification Email ID Created Date | Conflict Of Interast Edit Delate

3 T . T
B oo : ¢ @
;| OCT7ToMAR o, £ ]
To SEP 4 [}
P . ’ ]

PRA9 To SE £ ]

To MAR-2: 4 ]

Menu

During submission of conflict of interest from member end, the following screen appears:
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s already submitted by Membar!

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.
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Internal Audit MIS Report:

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.
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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.
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No. of Branches inspected by the member:

No. of APs inspected by the member:

No. of Bank Accounts operated by the member:

No. of DP Accounts operated by the member:

Observation Sheet submitted by Auditor:

Annexure 1:

Annexure 2:

sample Details File:

2
$ LARNSESEP24.xlsx

. 1arSEP 24 Al 58336.pdf

IarSEP 24 A? 58336.pdf

IARNSESEP24 SAMPLE DETAILS.zip

Report submitted By Member:

Annexure 2(Member End):

Segment SEBI registration number Activity (Trading/Clearing/Trading and Clearing)
M INZ000212107 Trading/Clearing
FO INZ000212107 Trading/Self-Clearing

o _ . Remarks (Para wise, where
P - Remarks in case of - _ Details of sample where non \Whether Auditor comments -
Ia e S S piences - awr:i;has;apwhd -

Client registration
1 1 documentation / Anti Money
Laundering compliance

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:
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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.

After submission of the report, the following screen shall appear:

Confirmation

0 Internal Audit Report successfully submitted

to the Exchange.

-END-



