ANNEXURE |

MANUAL FOR SUBMISSION OF INTERNAL AUDIT REPORT BY MEMBER

Step 1 : Auditor Login Creation

» Member shall login into member portal (https://inspection.nseindia.com/MemberPortal/) and below
screen will be displayed.

» Member shall create the sub user from Member’s ENIT admin login.
1°tlogin in Member’s ENIT admin login. Right hand side under User Management click on ‘Add User’.

D NSE Existing Membershipv  NSCCL Productsv Investorv Services & Circulars v Dashboards v User Managementv User~v  Sign-Out

SERVICES Last Login: 30/09

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 approval shall follow subsequently as per the

current procedure.

> Select Sub user and click on Next button.

D NSE Existing Membership = NSCCL Products ~ Investor v Services & Circulars = Dashboards «

Select UserType :
CDepartment user
©Segment User

®Sub user

Next



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

> Afterfilling the required details, click on Next.

Note: User ID and Password should be same as entered in Auditor’s Registration

D NSE Existing Membership v NSCCL Products v Investor v Services & Circulars v Dashboards v User Management

User Details

User Id:* Name:*
Password:* Confirm
Password:*
Address Line Address Line
1 2
Mobile No. :* Std Code. :
Landline : Fax No.:
Email :*

* Indicates mandatory fields, and all fields are mandatory for NSE-ASSIST service.
Password Policy

> Assign ‘INSPECTION- INTERNAL AUDIT’ role to the auditor and submit.
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=
=
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» For Auditor Registration, members shall login into Member portal using
(https://inspection.nseindia.com/MemberPortal/) and below screen will be displayed.

and Select ‘Inspection’ tab.

D NSE Existing Membershipv  NSCCL Products v Investorv Services & Circulars v Dashboards v Userv Sign-Out [ESVEIWAY

SERVICES Last Login: 30/09

Inspection

Any sudden changes in Desi; Directors/Design partners due to demise or resignation etc., should be

immediately informed to the Exchange. The application for the post facto approval shall follow subsequently as per the

current procedure.

» Incase where member has appointed same auditor as the previous half year (i.e. March 2026), existing
login credentials created for the auditor can be used to submit the Internal Audit Report for the
current period. This will be subject to compliance of submission of conflict of interest and compliance
of rotation norms.

Step 2 : Submission of Undertaking on Penalty

» Member needs to submit the Undertaking on ‘Penalty for Short collection / non-collection of client

margin’.
» For submission of Undertaking, click on ‘Internal Audit’ tab and select ‘Undertaking on Penalty’.
QNSE
My Inspection * Risk Based Supervision ~ QSB Submission = Enhanced Supervision - Staternent Upload = Active Terminal = WAPT ~ SAAS~ APl - Penalty~ HelpDocuments  Contact Details  Test Digital Signature
DoTEEEren Auditor Registration

Internal Audit MIS Report
IAR-Help Documents
Undertaking on Penalty
Empanelled Audit Firms
IAR Communication

ATR -

» Member shall select the applicable Trading Type and accordingly proceed with the submission of the
same.

> ‘Undertaking on Penalty’ shall be applicable only to the members who are engaged in ‘Proprietary and
Clientele’ & ‘Only Clientele’ trading type.


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

Ui+ ActiveTermina s VAPT = CAASe APIv Pelys Ml Doements  Cortort Detas  Test gt Sgrature

Declaration of Penalty

» Members shall fill in the required details, after which the ‘Declaration of Penalty’ PDF will be
generated.
This PDF should be downloaded and digitally signed by the Designated Director using the E-lock
application by clicking the ‘Sign PDF’ option and then submit the same.

» Where members have selected the Trading Type as ‘Proprietary’, the requirement of submitting

the undertaking is not applicable. Member shall click on Submit to proceed further.

o TYO

My Inspaction~  Risk Based Supenvision  QSBSubmission~  Enhanced Suparvision~  Internal Audit~  Staternent Upload~  ActiveTerminale  VAPT~ SAAS. API~ Penalty~ HelpDocuments — ContactDetails  Test Digital Signature

(" Indicates Mandatory)
Declaration of Penalty

Trading Type": ® Propristary O Propristary and Clent O Client only

Note: Internal Auditor shall not be able to submit the Internal Audit Report unless the said Undertaking is
submitted by member.

» Going forward, facility to delete ‘Declaration of Penalty’ is also provided to member.

D NSE

My Inspection -

Risk Based Supervision - QSB Submission -~ Enhanced Supervision -  Internal Audit ~ Statement Upload - Active Terminal - VAPT - SAAS- APl - Penalty - Help Documents

(* Indicates Mandatory)

Trading Type*: ' Proprietary ' Proprietary and Client  Client only

Delete Declaration

Contact Details




Step 3 : Auditor Registration

» For each Internal Audit cycle, Members need to register their Internal Auditor irrespective of auditor
being an existing auditor. To do so, click on ‘Internal Audit’ tab and 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.

After ensuring that all details have been correctly entered, click “Submit” to register the Auditor

QNSE
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> An ‘Edit’ facility is given to the member to edit the segment in which the auditor is registered earlier.
In case the report is submitted, member will not be able to edit the details of the auditor.

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.

Further, if the membership no. is same as last half year’s auditor membership no. then login ID will get
auto populated.

Step 4 : Conflict of Interest

» After submission of ‘Conflict of Interest’ (COI) by Auditor, the Member will be able to submit it.
Member shall access the ‘Auditor Registration’ tab and click on the 'Conflict of Interest’ button.
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> During submission of conflict of interest from member end, the following screen appears, and member
all submit the appropriate response.



(* Indicates Mandatory)

Conflict Of Interest

Member Name

Member Code

Auditor Period

Auditor Firm Name

Auditor Firm Registration No
Auditor Email ID

Auditor name

Auditor Membership No

Conflict Of Interest®

1

Apr-26 To Sep-26

Yes No

Conflict Of Interest is already submitted by Member!

Step 5 : Internal Audit Report Submission- Member End

» Post COl submission, Auditor shall login to Auditor’s login and process the Internal Audit Report.

> After submission of Internal Audit Report by the Auditor, the Member can view the Audit
report by accessing the ‘Internal Audit Report MIS’ in ‘Internal Audit’ tab in the Member login.

O NSE

My Inspection

My Inspection»  Risk Based Supervision» QSB Submission» Enhanced Supervision » JEGIGETELEY  Staternent Upload »  Active Terminale WAPT» SAASw APl  Penalty= Help Documents

Auditor Registration

Internal Audit MIS Report
IAR-Help Documents
Undertaking on Penalty
Empanelled Audit Firms.

ATR-1 Auditor Registration
ATR-2 Auditor Registration
Internal Audit ATR-1 MIS Report
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» Under ‘Internal Audit MIS report’ tab, Member shall select the audit period and click ‘Search’ button to
view the Audit report submitted by the Auditor.

{INSE

Interral Aucht Repar s

» To view the Audit report and to submit the management comments, Member shall click the
“Request reference no.” against the current submission and the following page will be displayed.

Ho. of active non institutionl clients:

No. of active institutional clients:

Trading Activity: Only Proprietary.

Facility Providing:

No. of Branches in the beginning of the Audit Period:

Ho. of Branches opened during the Audit Period:

No. of Branches clased during the Audit Period:

Ho. of Branches inspected by the member: HA

No. of APs inspected by the memiber- na

Ho. of Bank Accounts operated by the member:

Ho. of DP Accounts eperated by the member:

Observation Shest submitted by Auditor: LeENSESEPDS xisx
G5 Otservation Shest submitsad by Auditor: L8R OSBHSESEPT6 xisx

Annexure 1 05580 larsep 26 A1 58832 par
Annexure 2 05580 larsep 26 A7 58832 par
Annssurs 3: 05980 larser, 26 A3 58832 pat
Sampls Detaits File: LABNSESEP26 SAMPLE DETAILS.zip

Report Submitted By Member.

Annexure 2(Member End):

@58 Report Submitted By Member:

Annexure 3(Member End):

» Onthe same screen below, the Member shall be able to see the details of RBS submitted by the auditor.

Risk Based Supervision

St No. Particular Details Description
A Other Details

Whether there are any subsidiaries / branches / representative offices in other countries and whether regulatory approval taken for the

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




» The Member shall download the observation sheet in excel as well as QSB observation sheet (if

applicable) and indicate his acceptance (by selecting Y or N from the dropdown) for each compliance
status marked by the Internal Auditor.

Note: For QSB checklist, Member shall provide management comments and then upload the file.

Sr. No Ref. No. NSE Section Ref. SEBI |Particulars Frequency of Compliance
Circular dated Circular dated Feb Verification Status
June 01,2023 (06, 2023

Observations of |Management
Internal Auditor  |Comments

(C - Complied (Kindly provide  |(Kindly provide
NC - Non comments where (comments where
Complied the Compliance  |the Compliance
NA - Not Status is'NC')  |Status is 'NC')
Applicable)

» Once done, Member shall upload the same file by browsing and clicking the upload button.

ing Membership ~ Products ¥ Investor Services & Circulars > Dashboards ~ User ~ Sign-Ov
Last Login:
AL clients whose KYC records are
Approve o1- The funds used for margin trading is not found to be valid by KRA
1 P Trading a8 Apr- not obtained from approved sources c after the validation process
Dispatch 2024 onty are allowed to transact in
ed

securities market only after
heir KYC is validated.

NC
2024
their
Member has ensured that
AL clients whose KYC records are
Approve o1 Member has dealt with another not found to be valid by KRA
3 Let Trading ds Apr- Member for trading on the Exchange NC after the validation process

Dispatch 2024 without prior approval of the Exchange are allowed to transact in
ed securities market only after
their KYC is validated.

Member ha

ed that

Please attach the Internal Audit report(Submitted by Auditor)(-xlsx):

- 3 Choose File

Please attach QSB Audit report{.xisx)

“eKindly add Management Comments in excel file)

Choose File

Upload

» After uploading the files, Member will be redirected to the next page where he will be able to
fill Management comments for non-complied points only.

QO NSE

Internal Audit Report
SNo Obsarvation Of Inter

Compliance  Remarks in case of Sample size varified Dt mplowhere Percantage Amountof W
Status serva *

otinstance  Instance




» Auditor shall provide compliance status as well as comments on previous inspection observation
and previous 2 half year internal audit report observations.

STATUS ON COMPLIANCE OF PREVIOUS INSPECTION OBSERVATIONS
Inspection Case Details Action Letter Details Inspection Report Violations Observation Of Internal Auditor Management Com
Case1d CaseType  Activity Type Action Letter Compliance Remarks in case of observation Remarks (Para
Stat Status.
oFFsITE oFFsITE The funds used for margin trading is not obtained from approved sources only Ne
OFFSITE OFFSITE AL Approved Adequate surveillance policy g areas specified which has been approved by its Board / ne
& Dispatched Partners / Proprictor
NON-COMPLIANCES REPORTED IN THE INTERNAL AUDIT REPORTS FOR PREVIOUS TWO HALF YEARS
T-1 Report Details T-1 Violation Details Observation Of Internal Auditor
Request Reference No Audit Period  Segment S.No Area Of Verification Compliance Remarks in case of observation Whether Auditor re auditor has reported
Status Comment ts pliance)
Accepted
JAUDIT_REPORT /58466 COFO | 10 Riskprofilin n of the clients has been done as per the written down policy of the member as 4 Member
o per the PN Exchang:
/AUDIT_REPORT /58466 CDFO 35  Member has maintained copies / duplicates of contract notes issued to clients in physical or electronic form NC Mes
o Exc!

» Member shall proceed to fill the required details and the click the “Submit” button.

» Upon proceeding, Member shall download the Internal Audit Report (Annexure 2) and QSB Audit
Report (Annexure 3 —if applicable) available in PDF format.

> To digitally sign Annexure 2 and 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.
QNSE

spectionw  Risk Based Supervisionw QSBSubmissions  Ennanced Supenvsionw  Internal Audits  Statement Upload»  ActiveTerminaly VAPTw SAASw APl Penaltyw  Help Documents

Contact Details  Test Digital Signature

Internal Audit Report

UWe have reviewed the Intemal Audit submitted by our Interrial Auditor for the half year ended an and noted the observations made. Please find enclosed Audit Report along with




INSE
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>  While uploading the Audit Report (Annexure 2) & QSB Audit Report (Annexure 3- if applicable)
Member has to ensure the following:

e 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 _|arSEP26_A2_58643-signed

e File size should be less than 10 MB.

Upload signed file of Annexure 2 & Annexure 3 (if applicable) and click submit. Once the files are
submitted, the following screen shall be displayed.

@ internal Audit Report successfully submitted
to the Exchangs.

Note:
Submission of ATR is applicable for the given
half-year

Note: In cases where auditor has reported non-compliance in the Internal Audit Report, member shall be notified about
the submission of Action Taken Report (ATR).

Step 6 : 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.



[ J- Submission of Internal Audit Report by Internal Auditor (H.Y ended September 2026)—| ]

. Ri
donotreply@nse.co.in © | O Rep
To Sharad Bais; ' nseit_mghanekar@nse.co.in
Cc EHDL-INTERNALAUDITOR

. 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 1 |
TM_CODE 1 1
DATE_TIME 1 1

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

Thanks and Regards,
LNSE Inspection Team

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

D— Submission of Internal Audit Report by Trading Member (H.Y ended AUDIT_PERIOD- September 2026) TM_CODE—D

&
donotreply@nse.co.in © | < Reply | € Reply Al
To nseit_mghanekar@nse.co.in; @ Sneha Chaubey (INSP_POL_IA); @ Priya Jaiswal (INSP_POL_IA); © tkarbhari@nse.co.in

Cc HDL-INTERNALAUDITOR
. 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:

TM_NAME |

TM_CODE l |
DATE_TIME ' I

Thanks and Regards,
NSE Inspection Team

Step 7 : Internal Audit Report Deletion Functionality

e [frequired, 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) The deletion 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.
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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)

CMFOLDWOM, OCT-IE Ta MAR

CMFOCDWOM, APRIT ToSER
IRF ”

Delete Audit Report

Audit Period t v Auditor's Req Ref No. Status t v

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

ST LU VS TUTSUET

[ Confirm

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

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



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.

QNSE

Myinspaction  Rik Based Supanvision~ Q5B Submission~  Ennanced Supandsion»  Intomal Audits  StatemantUpiosd ~  ActveTerminale VABT= S44S+ ABI~ Panatys HelpDocuments  ContactDatalls  Tem Digital Signacure

Internal Audit Report MIS

o B0 | 1 L larsen )L 0.1 26
. 6.20%  Ocee ooz  DS280larsen. 05980 larSen QS960 larSep DSSRO larSen. 05980 larsen. IARNSESEP . .
5 26 Al SBE32p 26 A2 SBE3Z2.p 26 A3 S8832p 26 A2 SBE32D 26 A3 SBEZ2p SAMPLE DETA
EPORT/SA832 26 35247PM  50330PM 2 g = 2 g
df of of f df IS zin

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.

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

provide remarks for the same

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

IARNSESEP26

Request_For_Report_Deletio IARNSESEP26x |ARQSBNSESE 05980_larSep_2 05980 _larSep 2 05980_larSep 2 SAMPLE DETAI
SAMPLE_DETAI
A Al 58R32.ndf A A2 58R32.ndf A A2 58R837 ndf

05980/AUDIT_REPOR
T/sAA% i Apr-26To Sep-26 n Ay Member ™ P26 xlsx




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

[ Confirm

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

Confirmation

@ Report Deletion done when satus i
cletion._By_Mambe

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-
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