ANNEXUREI

MANUAL FOR SUBMISSION OF INTERNAL AUDIT REPORT BY AUDITOR

Auditor Registration:

Step1:
e The Trading Member shall register the Internal Auditor for the half year through Member portal (Steps

elaborated in Annexure V_Manual for Member)

e 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-26 To Sep-26 has been successfully created.
Please find the details as under:

Userld: )
Password | e —
TM Name :

TM Code : )

Kindly click an 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-26 To Sep-26 for Dsegment!s and submit Annexure | & 1.

In case of any clarification, please contact the Member.

Submission of Internal Audit Report:

Step 2:
e 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/)

e Click on “Inspection-Internal Audit” under Menu at the left-hand side, Internal Audit Report MIS page
will open.
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Any sudden changes in Designated Directors/Designated partners due to demise or resignation etc,, should be
immediately informed to the Exchange. The application for the post facto app: shall follow as per the
current procedure.

e Under Internal Audit MIS — by entering Auditor Membership Number and Audit Period, Auditor shall
click on ‘Search’ button the following screen will appear.
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Step 3:

e Auditor needs to select 3 checkboxes (including ‘Trading Type’ declaration).

e Member will select the Trading Type while submitting the Undertaking on penalty and then
the same will be confirmed by auditor.

e Auditor shall be able to see the Trading Type Submitted by Member.

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

|SPECTION-INTERNAL AUDIT

Attention!

A Please select whether Conflict Of Interest

as Yes or No

Upon successful submission of ‘Conflict of Interest’, following is displayed

Confirmation

@ Ve hereby declare that we don't have
any conflict of interest with the trading

member




e After the COIl submission by member end, following screen will appear where auditor needs to confirm
both the declarations by ticking the checkboxes along with submitting certificate details.
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e Upon successful submission of declaration and certificate details, following screen will appear.

Confirmation

@ NIsM Declaration and Certification details
submitted successfully.

Note: ‘Next’ button will not be visible to the auditor until member submits ‘Undertaking on Penalty’,
‘Conflict of Interest ‘and Certificate details.

Step 4.
e Part A-DataSharing:

Exchange has made available the data submitted by member to Exchange in various
submissions to Auditor for verification.

Holding statement reports for 2 dates

Running account settlement report UCC wise for 2 quarters
Member Bank Details Report

Member DP Details Report

Member DP Comm Bank Details Report

List of Registered Authorized Persons (AP)

SEBI Letter (if issued)

NoubkwneE



DaraSharing

I I —— T —

1 HOLDING STATEMENT REPORT_24042026 CCESS 2
2 HOLDING STATEMENT REPORT_18082026 SUCCESS zi
3 Running Account Settlement File (Quarter Ending : 30-SEP-2026) AATCS82621 QS 30092026 02 SUCCESSzip
4 Running Account Settiement File (Quarter Ending : 30-JUN-2026) AATCS8262] QS _30C ESSzip

» Momber Bank Details Report
 Member P Detalls Becort

» Membee DP Comen Bank Detads Reoort
# List of Begistered Authorized Persons (AP]

Note:

Step 5:
e Part B: Sampling Files:

For various Internal Audit checklist points, sample dates/ clients are provided in Auditor login.
(Refer below screenshot)

Date-wise Client Margin

Top 100 Client Margin 6 Dates

Top 100 Client Margin Audit Period

Top Turnover Dates

Total Turnover Top 100 Client Audit Period

vk N e

Top 100 Cllent Margin 6 Dates Total Turnowver Top 100 Client

Datewise_ClientMargin Top_ 100 _Client_Margin_6 Dates Top_turnover dates Top 100 _ClientMargin_AuditPeriod Total turnover top 100 client_AuditPeriod

Step 6:
e 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)
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Step 7

e On clicking, “Next” button (As per below screenshot). The screen will move to the next page

and auditor is required to fill details.




Step 8: Auditor shall fill all the details mentioned below (* Indicates Mandatory)

(" Indicates Mandatory)

Member Name:

Member Code:

Auditor Name:*

Auditor Designation:*

Type of Entity:*

Internal Auditor Firm Name:*

Auditor Firm Registration Mo:*

Auditor's Pan No.:*

PAN of the Audit Firm:*

Certificate of Practice No.(COP):*

Auditor report Certified by:*

Auditor's Membership No:*

Auditor's Email ID:*

Auditor's Mobile No.:*

UDIN No:*

Internal Audit Report

Auditors Email 1D:*

Auditor's Mobile Mo.:*

UDIN Ho:*

Audit Period:

Ho. of active non institutional clients:*

Ha. of active institutional clients:*

Type of Trading:*

Facility Froviding:*

Ho. of Branches in the beginning of the Audit Period:-*

Ha. of Branches opened during the Audit Period:*

Ho. of Branches closed during the Audit Period:*

Ha. of Branches inspected by the member:*

Ha. of APs inspected by the member:*

HNa. of Bank Accounts operated by the member:*

Ha. of DP Accounts operated by the member:*

Whether any regulatory action has been taken against internal auditor/any of the
partner/director, if yes, please provide details:*

Apr-26To Sep-26

Only Proprietary .. Only Clientele . Proprietary & Clientele

Internet Trading

facilty

Margin Trading facility [ DMA facility

lalgo Trading facility

CTCL facility

ICo-location facility




e Further, Auditor shall fill in the below details and confirm the declaration by ticking on the checkbox.

Declaration:*

Risk Based Supervision
Farticular Details
Other Details

Whether sicharies [ branches / repressntative of

Description

“Yes - Regulatory approval taken/ Yes Regulatory appron ken/No" to be mentionsd for any subsidiaries

approval

Number and details of non-compliances observed by SEBI and details of any actions initiated/ taken against Member

Number of instances of non-compliances and amaunt of penalties levied by SEBI on the M
period with regard to fraud instances by the Member - Nature of the frauds, amount. invol
client assets or Members own assets, whether actions taken against employees, &Ps etc. w.rt. Broking Operations

er during assessment
, whether involving

Number of Instances

Penzlty levisd (In fs.)

Action taken against mployess/AP

Details of inspection undertaken by SEB| during assessment pericd, details of adverse cbservations and
penalsies/requlatory action, if any ver.t. Eroking Dperations.

Humber of SEBI inspections

HNumber of adver

Nature of disciplinary action by SEBI for inspections

Monetary penalty levied by SEBI (If any) (in Rs.)

£ branches / offices in other countries a

qulatory approval taken.

Humber of times SEBI has observed such issues

Total Penalty levied by SEBI due to such issues during the assessment period

Suspe Ag Flenmination’ Other stc.

Count of toral SEE inspections during assessment period, including those of your APs

Ho. of total adve:
ssued during asse
assessment period. Plaase

ported in SEBI inspactions, including those of your AP 1. Action lstters
Action letters of previous SEBI inspections, which are issued during
r Manual for Auditor attached i tha Circular for clarification

Nature of cisciplinary action (Suspension / Agjudication  Monetary Penaly  Warning / Advice / Other etc.

 more than one inspaction of SERI, all dstails of action to bs provided) reported in SEBI inspections, including

those of your AP's 1. Actian letters issued during assessment period. 2. Action leters of previous SEBI
inspections, which ar fssusd during assessment period.

Total Amount of manetary penal including those of ye

rs ssusd during

1, hereby, confirm that the RES details submitted in this internal audit report have been verified by us and confirmed by the Trading Member.

d. 2. Action let

B inspactions, whi

ssessment period.

For example:

NOTES:

Example-1: Only the observations need to be considered for number of
Instances. E.g. Observations during the FY ended March 2026
inspections.

Inspection Observations in one SEBI inspection

Number of non-
compliances in
inspection

Number of
Instances for
above purpose

Misuse of client funds and securities

24 clients

1

Delay or non-settlement of the client accounts on timely basis.

18 clients

Delay or non-issuance of statements of accounts and daily margin
statements.

7 clients

Instances of misuse of Power of Attorney provided by the client.

12 clients

Number of adverse observations in SEBI inspections for Point Number
32

Example-2 : In case of more than 1 inspection during FY ended March
2026

SEBI

Inspection
during FY
ended
Mar 2026

Observations

Number of
Instances for
the above
purpose

Oct-25

Misuse of client funds and securities

Delay or non-settlement of the client accounts on timely basis.

Delay or non-issuance of statements of accounts and daily margin
statements.

Instances of misuse of Power of Attorney provided by the client.

Jan-26

Misuse of client funds and securities

Instances of misuse of Power of Attorney provided by the client.

Number of adverse observations in SEBI inspections for Point Number
32




Step 9: 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

levied by SEB! (If any) (In R

FO SLBM w WOM oBPp IRF MFSS DEBT 0 EGR

Trading TMCM Trading Trading Trading Trading

Trading Trading Trading

Self.-Clearing

® Guidelines for Sample selection  § Sample Detalls File
upload

Self-Cloaring Soif-Cloaring

upload

Self-Cloaring

Submit to Next

Step 10 : 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 11 : 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

e Step 12 : Format of sample files is as under: -

IARNSESEP26_SAMPLE_DETAILS

‘ Clause ‘ Particulars ‘ ucc ‘ PAN as per UCC | Name as per UCC

‘ Sample Date

Amount

IARNSESEP26_AP_SAMPLE_DETAILS

Clause ‘ Particulars ‘ Name of AP ‘ Report Compliance (C/NC/NA)

‘ Remarks (in case of NC) ]

Step 13 : Both the sample details file should be zipped together directly into one zip folder



(IARNSESEP26_SAMPLE_DETAILS & IARNSESEP26_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 IARNSESEP26_SAMPLE _DETAILS.zip’

e Step 14 : 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.

e Step 15 : 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.

NON COMPLIANCE/NOT APPLICABLE CLAUSES

S.No Area Of Verification Observation Of Internal Auditor

Compliance  Remarks in case of observation  Sample size Details of sample where non  percentage of instances where  amount/value involved where
Status verified compliance observed non-compliance is observed non-compliance is observed

4bb  Clients Commodities received as margin are utilised for respective NC 1
clients only and not utilized for execution of proprietary trades or
trades in the name of Directors/ Key Promoters/ shareholders/Other
Clients

4bn  Trading Member has ensured that all the clients; clear credit balances  NC 1
are upstreamed to the clearing Corporation on EOD Basis

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

Area Of Verification Observation Of Internal Auditor

Compliance Remarks in case of dbervation Sample size Details of sample where non e (&) yes, Provide amount
Status verified ‘compliance observed leading to shart-fall (¢ )

Networth as reported by byinternsl Amount of di
Member to the Exchange(s) auditor (6) in Rs)ic=2-b)

d) For points 4.Al, 4.BU and 4.BW (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

7

Row’.

Note: Minimum 2 dates for point 4.Al and minimum 6 dates for points 4.BU & 4.BW. If Auditor has selected
NC for points 4.Al, 4.BU and 4.BW, then he shall provide NC status for at least one date.

Reporting obeerved in Difference: ey ertiall in
Holding/TF statement securities




e Step 16 : 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

Any Material Observation

Observation Remark

e Step 17 : Once the auditor enters all the details & submits it, he will get navigated to the next screeni.e.
‘Internal Auditor Report’ having the Annexure 1 (Auditor Certificate), Annexure 2 (Audit Report) &
Annexure 3 (QSB Audit Report — if applicable)

Intarnal Audit Report

e Step 18: 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.




Internal Audit Report

P intemal Audit Certificate (Annexure |
f—— ® fudit Begort (Annoxure )
P 058 fuct Recort (Annexure 31
acvticae to armal Aok apat
Cartificate for intwr sl [Crossarim ]! et -
{ntaral At Resort o
(Gromse i nectot
asaasateret | [CmmPm] E=3

L Kirelly upioad POF forrmat docurmenty oniy.
2 File stz st b lwss than 10 ME.

% Kindly save the fie i Loca! Orive and upioad.

o Step 19 : While uploading the Audit Certificate (Annexure 1), Audit Report (Annexure 2), QSB Audit
Report (Annexure 3- if applicable) Auditor has to ensure the following:

v' 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 |arSEP_26_A1l_58643-signed

v' 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 20 : Acknowledgement of Report Submission

o 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.



D Submission of Internal Audit Report by Internal Auditor (H.Y ended September 2026)—| I

donotreply@nse.co.in ‘@i

To
Cc

' Non-Confidential

Dear Sir/Madam,

This is to inform that the Internal Audit Report for the half year ended September 2026 has been successfully submitted by the Auditor to the Exchange.

Member Details:

TM_NAME I

TM_CODE

DATE_TIME

Please note that the submission shall be considered complete once the internal audit report is submitted from the member's end.

Thanks and Regards,
NSE Inspection Team

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

_l Submission of Internal Audit Report by Trading Member (H.Y ended AUDIT_PERIOD- September 2026) TM_CODED

( K
e donotreply@nse.co.in |©‘ D Reply ‘ © Reply Al ‘
To

Cc
. Non-Confidential

Dear Sir/Madam,

This is to inform you that the Internal Audit Report for the half year ended September 2026 has been successfully submitted by the Member to the Exchange.

[Member Details:

DATE_TIME

Thanks and Regards,

INSE Inspection Team




Step 21 : Internal Audit Report Deletion Functionality

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

e Deletion of Audit Report submitted by Auditor-

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

to view the submitted report.

c) As perthe 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)

Delete Audit Report




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

TASt DUBHT, Ve IV SVEYT

8] Confirm

Are you sure you want to delete the Audit Report??

Also provide remarks for the same

Remarks*

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

Confirmation

@ Report Deleted Successiully




e Deletion of Audit Report submitted by Member-

a) The deletion request shall be sent from the Member login.
b) InlInternal Audit tab, click on Internal Audit Report MIS then the following screen will be displayed.

ONSE

My Inspection - Risk Based i i E jpenvision +  Intermal Audit~  Statement Upload Active Terminal=  VAPT+ SAASw APl Ponaty~ HelpDocuments —CortactDetss Tes: Digital Signature

Internal Audit Report MIS

Date of Submission at | Dete of Submission at Doclasation of
" 0 o i Fle | Declaration of ekete
2 0 ) Sampie DetallsFle | Docaration of Permity | LSS0

Mascor end Mesmiber erd

05980 larSep 05980 larSep 05980 larSep. 0S980 larSep. 05980 larSep. |ARNSESEP26

0S980/AUDIT R Apr-26 To Sep- Oct 6, 2026 Oct 6, 2026
h 26 A1 S8832p 26 A2 SHEI2p 26 AX S8832p 26 A2 S88I2p 26 AZ 58832
! EPORT/S8832 = 26 sueMIT 352:47 PM 5:0330 PM 2 = = 2 = Ne .
e ot it i i 1 2in

c) As perthe 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.

Confirm

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)

Request Ref. No. Internal Auditor Firm Name Segment Audit Report Period Uploaded report Uploaded QSB report. A = AT = A = Sample Details File
i TAuditor Certficate] | Dintemal Aucit Report] | 1QSB Audit Report]

IARNSESEP26,
05980/AUDIT_REPOR PS & Co. oM Apr-26 To Sep-26 Request_For_Report_Deletio |ARNSESEP26.x IAROSBNSESE 05980 larSep 2 05980 larSep 2 05980 larSep 2 SAMPLE DETAl
: : b - SAMPLE _DETAI

T/5883D P P n Rv Member Isx P26 xlsx & Al 58820 ndf 6 A2 58830 ndf 6 A3 5RR3).ndf

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

B Confirm

Are you sure you want to delete the Audit Repart
05380/AUDIT_REPORT/S883277




g) Oncethe reportis deleted following screen will be displayed and report will be deleted.

Confirmation

@ Report Deiction done when status i
Roquest_For_Report_Deletion_By.Mombs

only

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-



	ANNEXURE I MANUAL FOR SUBMISSION OF INTERNAL AUDIT REPORT BY AUDITOR
	Auditor Registration:
	Submission of Internal Audit Report:
	Step 20 : Acknowledgement of Report Submission
	Step 21 : Internal Audit Report Deletion Functionality


