ANNEXURE V

MANUAL FOR SUBMISSION OF INTERNAL AUDIT REPORT BY AUDITOR:

Upon registration of Internal Auditor by the Member, the Internal Auditor shall receive indicative e-
mail on his registered E mail ID alongwith Login Credentials. (Sample mail attached below)

Subject: Registration Of Internal Auditor for the Half Year Ended Mar 31, 2019

8

Dear SirMadam,

‘Your Registration for submission of Intemal Auditor Report for ther period Oct 18 TO Mar 19 has been successfully created.
Please find the details as under.

Login ID : 01014 012343

Password : Yk2_Ld&8%Un0

TM Name : AR —
TM Code : 01014

Kindly Click On the Following Link - (htips: Tnspection-0S msel.in) (best viewed with the latest version of Google Chrome or Moxzilla Firefox browsers).
on clicking the above link for the first time, vou will be prompted to change the password, Kindly change the password immediately.

‘You are requested to intiate Intemal Audit for the period Oct 18 TO Mar 19 for segments and submit Amnexure [ & II.

In case of any clarification please contact the Member.
‘Thanks & Regards.
Metropolitan Stock Exchange of India Limited

Step 1: Auditor is required to Click on the URL provided in the email with login credential provided
on email, once Auditor log’s in with given user id and password, auditor is required to change the
default password.
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Step 2: After auditor login below screen shall appear, Auditor to click on @ edit icon, to fill up the
details of Internal audit report. Auditor can refer the circular and sampling criteria by clicking on
below indicated links

)' MO001 - MO001_123456 ~

Internal Audit Report

Dashboard
MemberCd: | MO0O1 | Name: | TEST MEMBER1 |
Internal Audit Report + Click here to Download Circular Click here to Download Sampling Cn’(eriae
Show| 10 v entries Search:
From Submission Due Circular Circular Submission
Action Date To Date Date 1F No Date Status CDs EDS ECM

939 01/10/2018  31/03/2019 01/05/2019 000001 08/04/2019 Pending (Auditor) Yes

Showing 1 to 1 of 1 entries Previous - Next

Step 3: Below Screen shall appear for Internal Audit Report Entry, Audior to fill up and/or edit the
details by clicking on © icon for every chapter.

By clicking on icon, auditor has the option to mark entire chapter with compliance status as
‘NA’ and provide single remark to all the sub-points within the chapter.

Internal Audit Report - Entry

MemberCd: | Name: |
Intsrral Auck Regort
To Date s e0s ecu
T =] o o
Action Chapter Detaiis Last Update DiTime Total sms Panding Itzms

o ° Initial Infarmation

° o Client regisraion documenttion / Anti Mensy Lsundering comaliance Ell Ell
o o Order management and risk management systams 13 3
o ° Contract notes, Client margin decsils and Scatement of accounts 15 15
° o Dealing with cli
o o Banking and Det
o ° Terminal operations and systems & 6
o o Management of branches  sub brokers and internal contral & 3
o o Investor grievance handiing 7 7
o ° Maintenance of Books of Azcounts 1 "
o o Systems & Procedures periaining to Prevention of Money Laundering Act, PMLA, 2002 n 1
o o Tramster sfraces . .
0 Broprietary Trading 2 2
o o Interns: Trading 2 2
o o Execution of Power of Artarney (POA] 4 4
° o Operations of Rrofessional Clesring member / Wembers clearing trades of other trading members € 6

funds and securities 43 23

account operations 5 3




Step 4: Auditor to complete Initial Information details and save initial information to proceed with
next chapter in the report.

23456 ~

) MOOO1 - M
IAR Initial Information Save Intial Information

Membercd: | M0001 | Name: | TEST MEMBER1 |
I Click here to Download Circular Click hare to Download Sampling Criteria
From Date To Date Submission Due Date Circular No Circular Date Submission Status ECM
01/10/2018 31/03/2019 01/05/2019 000001 08/04/2019 Pending (Auditor) No
Auditor Details
Name of the internal Auditor ~ Auditor Name

Designation of the Auditor * Auditor D ation
PAMN of the Internal Auditor * PAN
Auditor Member Na. * Auditor Mem Nc
Name of the Audit Firm = Auditor Firm Name
Address of the Audit Firm * Audit Firm Addre:
Registration Number of the Audit Firm =~ Audit Firm Reg. No

Member & Inspection Details

Internal Audit report For segment * ECM EDS cos

SEBI Registration No*

Activity Type * ™ ™ ™
TCM TCM =]
scm scm scm
Audit Period From Date * Audit Period Fr J ]

Audit Period From Date
cannat be blank

Audit Period To Date * Audit Period T [
Audit Perlod Te Date cannot
be blank
Number of Active Non Institutional cllents * No. of Active Non Institutional Clie

Number of Active Institutional clients Mo. of Active Institutional Client

No. of clients have been registered by the No. of Clients Perlod
member during the Audit period. *

Member also doing Proprietary trading
Wember only doing Proprietary Trading
Internet Trading Facility

DMA Facility

Alga Trading Facility

CTCL Facility

Using Co-Location Facility

No. of branches In the beginning of the audit No. of Branche
period *
No. of branches were opened during the period No. of Branches Oper
No. of branches were closed during the period No. of Branches Close
No. of branches Inspected by the Member No. of Branches Inspected

during the period *

No. of Sub-Brokersinspected by the Member No. of SubBrokers Inspected
during the period *

No. of APsinspected by the Member during the No. of APs Inspectec
period *
No. of Bank Accounts * No. of Bank Accounts
No. of Demat Accounts = No. of count

Any regulatory action taken against Internal YES v
Auditer/ Partner/ Director

Details of any regulatory action taken against legu Action Detail
Internal Auditor/ Partner/ Director

Place ~ Place

Cancel Save Intlal Information




Step 5: Once the Initial Information details are completed, Auditor is required to input details for all

the subpoints within chapter and click on E icon to save the chapter details and accordingly
complete all the chapters.

Internal Audit Report - Chapter

Dashboard
Membercd: | 01032 | Name: | Securities Ld. |
Internal Audit Report Click here to Download Circular Click here to Download Sampling Criteria
From Date To Date Submission Due Date Circular No Circular Date Submission Status s EDS ECM
01710/2018 31/03/2019 31/05/2019 0111 01/04/2019 Pending (Auditor) [ 1o [ 1o
U . [l oo s
Sr Area of Verification Compliance Status  Remarks in case of Non- No. of samples No. of instances
No Complied/Not Applicable Status verified where non-
compliance is
observed
& Ifmember is doing pro trading, then member has disclosed this information to his ciients Complied v audit period
4 4 4
b If member is doing pro trading from multiple locations, the member has obtained prior approval from the Complied - audit period
Exchange i this regard,
4 4 A

1

Step 6: Auditor to report instance of material observation and provide remarks, then auditor is
required to Click on “ADD” and then Click on “Save Material Observation”.

aterial Observation

Dashboard
Memberca: 01032 Name: | sm— secuites L. |
Click here to Download Circular Click here to Download Sampling Criteria
From Date To Date Submission Due Date Circular No Circular Date Submission Status s £DS 2]
01102018 31/03/2019 31/05/2019 0111 01/04/2013 Bending (Auditar) Yes m m
Observation Remarks
Ipbservation Remarks Add
4 y
Observation Remarks Action
NA NA Remave

Save Material Observation




Step 7: Once all the chapter details are completed and saved the pending items column will appear as
blank.

Internal Audit Report - Entry

Dashboard
MemberCd: | 01032 | Name: | Inventure Growth & Securities Ltd. |
(e Y Click here to Download Circular Click here to Download Sampling Criteria
From Date To Date Submission Due Date Circular No Circular Date Submission Status cos EDs Ecm
01/10/2018 31/03/2019 31/05/2019 0 01/04/2019 Pending (Auditsr) | [ o]
Action Chapter Details Last Update DiTime Total Items Pending ltems

e ° Initial Information 12/04/2018

o ° Client regfstration documentation / Anti Maney Laundering compliance 12/0412019 31
o o Order management and risk management systems 12/04/2019 13
o ° Contract notes, Client margin details and Statement of sccounts 12/04/2019 15
o ° Dealing with dlients’ funds and securities 12/04/2019 43
o o Banking and Demat account operations 12/04/2019 3
e ° Terminal operations and systems 12/04/2019 6
o ° Management of branches / sub brokers and internal control 12/0412019 6

Step 8: Click on o to download Certificate & Report in pdf format.

);’ M0001 - M0001_123456 v

Internal Audit

Dashboard
MemberCd: ‘ M0001 | Name: | TEST MEMBER1 |
Internal Audit Report Click here to Download Circular Click here to Download Sampling Criteria
Show 1p v enfries Search:
From Submission Due Circular Circular
Action Date To Date Date I No Date Submission Status €Ds EDS ECM
e [.] e 002018 310302019 D1/05/2019 000001 08/042019  Draft Approved by
Member

oo .
Shouing Ceriiicate for Intemal Audit braviows n Vst

L Intemal Audit Report




Step 9: After download, auditor is required to affix digital signature and click on to upload the

Update Auditor SignCHT Detail

Internal Audit Certificate & Report and click on icon.

): M0001 - MO001_123456 v

Internal Audit Report

MemberCd: I MO0001 l Name: TEST MEMBER1 I
Click here to Download Circular Click here to Download Sampling Criteria
Show| 10 v entries Search:
From Submission Due Circular Circular
Action Date To Date Date IF No Date Submission Status CDs EDS ECM
° e e 01/10/2018  31/03/2019  01/05/2019 000001 08/04/2019 Draft Approved by
Member

3
Showing & Certificate for Internal Audit Srevious - et

& Intemnal Audit Report

Dashboard
Certificare for Internal Audit = [T IARMART_A1.pdf
Internal Audic Report = EEEEETY ARMART_AZ paf
Contact Persan = Hyz
Contact Person Designation = PARTNER
Emailld = smeya.bhelekar@mseiin
Mabile Ho * 9999399993
Office No. |office No

Update Auditor SignOff Detail

Auditor SignOff

Auditor SignCff Process Completed Successfully.




After completing the auditor submission the column ‘Submission status’ will change to Pending
(Member).

123456 v

>, MO0O01 - M
Internal Audit Report

MemberCd: | MO0O1 | Name: | TEST MEMBER1 |
Internal Audit Report Click here to Download Circular Click here to Download Sampling Criteria
Show| 10 v entries Search:
From Submission Due Circular Circular Submission
Action Date To Date Date No Date Status ECM
° o 01/10/2018  31/03/2019  01/05/2019 000001 08/04/2019 Pending (Member)

Showing 1 to 1 of 1 entries Previous - Next




Glossary

Symbol

Description

To View the details

To fill and edit the details

To mark entire Chapter as ‘NA’ for status and provide single remark to all the sub-points
within the chapter

To download the pdf report

To upload the digitally signed pdf report




