
                                            ANNEXURE V 
 

MANUAL FOR SUBMISSION OF INTERNAL AUDIT REPORT BY AUDITOR 
 
 

Auditor Registration:  
 
Step 1 :  

• The Trading Member shall register the Internal Auditor for the half year through Member portal (Steps 
elaborated in Annexure V_Manual for Member) 

 

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

 

 
 
 

Submission of Internal Audit Report:  

Step 2:  

• Click on the link mentioned in the email and proceed with submission using login credentials 
mentioned in the Auditor registration email. 

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

• Click on “Inspection-Internal Audit” under Menu at the left-hand side, Internal Audit Report MIS page 
will open. 

 
 

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


 
 
 

 

• Under Internal Audit MIS – by entering Auditor Membership Number and Audit Period, Auditor shall 
click on ‘Search’ button the following screen will appear. 

 
 

 
 
 
Step 3 :  

• Auditor needs to select 3 checkboxes (including ‘Trading Type’ declaration – as highlighted above) 
Member will select the Trading Type while submitting the Undertaking on penalty and then the same 
will be confirmed by auditor. 

• Member shall submit conflict of interest, subsequently to be submitted by Member to the Exchange 
from his login (First auditor then member) 



 
 

• Upon successful submission of ‘Conflict of Interest’ following is displayed. 
 

 
 
Note: ‘New Report’ button will not be visible to the auditor until member submits ‘Undertaking on Penalty’ 
and ‘Conflict of Interest’. 
 
Step 4 : 

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

1. Holding statement reports for 2 dates  
2. Running account settlement report UCC wise for 2 quarters (New Addition) 
3. Member Bank Details Report 
4. Member DP Details Report 
5. Member DP Comm Bank Details Report 
6. List of Registered Authorized Persons (AP) 
7. SEBI Letter (if issued)  
 
 
 



 

 
 
Step 5 :  

• Part B : Sampling Files: 

      For various Internal Audit checklist points, sample dates/ clients are provided in Auditor login. 

1. Date-wise Client Margin  

2. Top 100 Client Margin 6 Dates 

3. Top 100 Client Margin Audit Period 

4. Top Turnover Dates 

5. Total Turnover Top 100 Client Audit Period 

 

 
 

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

 



• Step 6 : Auditor shall fill all the details mentioned below (* Indicates Mandatory) 
 

Note: ‘No. of Branches inspected by the member’ and ‘No. of APs inspected by the member' 
are new fields to be filled by Auditor, wherever applicable. 

 

 

 



• Step 7 : 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. 

      Additionally, internal auditors are required to submit QSB Checklist (if applicable)  

 

Note: Template hyperlink provided in the auditor login as per the below screenshot 

 

 
 

• Step 8 : By clicking on ‘Download template for excel upload’ & ‘Download template for QSB 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.  
 

Note: Kindly use latest version of Excel to submit the Checklist. 
 

• Step 9 : 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 the required details 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).  

 
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 10 : Format of sample files is as under: - 
 

IARNSESEP25_SAMPLE_DETAILS 
 

Clause Particulars UCC PAN as per UCC Name as per UCC Sample Date Amount 

 
IARNSESEP25_AP_SAMPLE_DETAILS 
 

Clause Particulars Name of AP Report Compliance (C/NC/NA) Remarks (in case of NC) 
 
 
 



• Step 11 : Both the sample details file should be zipped together directly into one zip folder 
(IARNSEMAR25_SAMPLE_DETAILS & IARNSEMAR25_AP_SAMPLE_DETAILS).  

 

Note: Select both the sample files             right click & choose ‘Show more options’            Select ‘7 -Zip’ & 
select ‘add to .zip’ Name of Zip folder should be ‘IARNSEMAR25_SAMPLE_DETAILS.zip’ 

 

• Step 12 : After completing the entire checklist, the auditor shall upload the sheet by clicking the 
‘browse’ button and similarly fill and submit the QSB Checklist (if applicable) using the same button. 
Once it is uploaded and consent for declaration is provided, Click on ‘Submit’ button. 
 

• Step 13 : After submission, the ‘Non-Compliance’ (NC) and ‘Not Applicable’ (NA) clauses will be 
displayed on the next screen.  

 
a) For NC points, auditor shall provide remarks and, wherever applicable, include details such as the 

number of non-compliance instances, the percentage of non-compliance observed, and the value 
involved.  

b) For NA points, auditors are required to mention appropriate remarks for non-applicability of the 
checklist point. 

 

 
 

 
c) For “Not Complied” points relating to point 9.m and 9.p regarding “Net worth”, auditors are 

required to provide additional information 
 

 
 
 

d) For points 4.AI, 4.BV and 4.BX (as per screenshots below) - When auditor selects NC for any above-
mentioned points, then auditor shall provide date-wise (C/NC) details in the format available on 
the Non-Compliance page. 
In case the Internal Auditor wants to add or delete dates (rows), please click ‘Add Row’ or ‘Delete   

Row’. 

Note: Minimum 2 dates for point 4.AI and minimum 6 dates for points 4.BV & 4.BX. If Auditor has selected 

NC for points 4.AI, 4.BV and 4.BX, then he shall provide NC status for at least one date. 



 
 

 
 

 
 

 

 

• Step 14 : Auditor shall provide compliance status as well as comments on previous inspection 
observations and previous 2 half year internal audit report observations (as per screenshots attached) 

 

 



 
 

 

• Step 15 : If auditor wants to provide additional information with regards to any other material 
observations with respect to non-compliances, auditor can enter details by adding or deleting rows as 
required. 

  

 
 

• Step 16 : 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) & 
Annexure 3 (QSB Audit Report – if applicable) 
 
Note: Annexure 3 shall be converted & uploaded in PDF format and in landscape orientation. Please 
note that there is no option available to download the Annexure 3 PDF from the portal. 
 

 
 



 

• Step 17 : To digitally sign Annexure 1, Annexure 2, Annexure 3 (if applicable)  
Click on the ‘Sign PDF’. Select the same PDF which was downloaded and digitally sign the same.  
Signed PDF file will be generated in the signed file folder in the same path where original file is saved. 
Once all the files are signed, then the ‘Choose File’ button will appear to upload the signed files. 
 

 
 
  

• Step 18 : While uploading the Audit Certificate (Annexure 1), Audit Report (Annexure 2), QSB Audit 
Report (Annexure 3- if applicable) Auditor         has to ensure the following: 

 
✓ File name should not be changed and should remain same as downloaded.  

Add ‘-signed’ at the end of the PDF name generated for uploading files. 
Eg: 12345_IarSEP_25_A1_58643-signed 

✓ File size should be less than 10 MB. 
 

Upload signed file of Annexure 1, Annexure 2 & Annexure 3 (if applicable) and click 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. 



• Step 19 : Auditors can download the previously submitted half yearly Internal Audit reports for a given 
member from auditor login. 

 
 

 
 
 
Step 20 : Acknowledgement of Report Submission 
 

• Once the Internal Audit Report is successfully submitted by the Auditor, an auto-generated email will 
be sent to both the Auditor and the Member. This email serves as a notification for the Member to 
complete their part of the submission process. 

 

 
 
 

 

• Similarly, after successful submission of Internal Audit Report by Member an auto-generated email will 
be sent to the Member. 

 



 
 
 
 
 
 
 
 
Step 21 : Internal Audit Report Deletion Functionality 
 

• The Internal Audit Report can be deleted either by the Auditor or the Member, till the due date of 
submission. 
 

• Deletion of Audit Report submitted by Auditor- 
 

a) The deletion request shall be sent from the Auditor login. 
b) In the Auditor login, after entering the membership no. and Audit Period, the Auditor will be able 

to view the submitted report. 
 

 
 

c) As per the above screenshot, a deletion button has been made available. Auditor shall click on the 
icon, provide appropriate reasons for deletion of report and submit the request to the Member. 
 
 

d) To accept the deletion request, Member shall login to Member portal.  
Member shall click on Internal Audit tab then click on Internal Audit Report MIS, where Member 
shall be able to view the deletion request in a separate tab. (As per screenshot below) 



 
 

 
 
 
 

 
e) Member shall click on delete icon (as highlighted above), provide appropriate reasons for deletion 

and delete the report.  
 

 
 
f) Once the report is deleted following screen will be displayed and report will be deleted. 
 



 
 

 
 

• Deletion of Audit Report submitted by Member- 
 
a) The deletion request shall be sent from the Member login. 
b) In Internal Audit tab, click on Internal Audit Report MIS then the following screen will be displayed.  
 

 
 
 

c) As per the above screenshot, a deletion button has been made available. Member shall click on the 
icon, provide appropriate reasons for deletion of report and submit the request to the Auditor. 
 

 



 
d) To accept the deletion request, Auditor shall login to Auditor portal.  

 
e) In the Auditor login, after entering the membership no. and Audit Period, the Auditor will be able 

to view the deletion request in a separate tab. (As per screenshot below) 
 

 
 
f) Auditor shall click on delete icon (as highlighted above), provide appropriate reasons for deletion 

and delete the report.  
 

 
 

 
 
g) Once the report is deleted following screen will be displayed and report will be deleted. 

 



 
 

Note: Please note that if the Internal Audit Report submitted by the member is deleted, the corresponding 
report submitted by the auditor will also be deleted. 

 
 

-END- 


