Promotional Material Filing System
User's Guide

Introduction
Members filing promotional material with NFA for review are required to submit their filings
through NFA's Promotional Material Filing System. NFA will not accept promotional material
filings through any other means.
Through NFA's system, users can track the status of their submissions online in real-time, as well
as instantaneously access NFA's comment and acceptance letters. Additionally, all
correspondence, including previously-filed promotional material and NFA's comment, nocomment, or acceptance letters, are archived in the system for users to access in the future.
If you have any questions about the Promotional Material Filing System or need additional
assistance, please contact Derek Janik (djanik@gmail.com or 312-781-1203) or Brian Dempsey
(bdempsey@nfa.futures.org or 312-781-1228).
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Filing Promotional Material
First, to access the Promotional Material Filing System, click the Electronic Filing Systems link at
the top of any page on NFA's website.

Then, click on the relevant Member category and click the link for the Promotional Material Filing
System.
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You'll then be taken to a login page, where you will enter your EasyFile credentials. Once you've
entered your username and password, click "Log In" to enter the system.
Please note that, in order to access the Promotional Material Filing System, your firm's Security
Manager must first provide you the necessary permissions to File Promotional Material. If you
attempt to log into the system but do not have the necessary permissions, you'll receive a
message requesting that you contact your firm's Security Manager.

Upon entry, you'll arrive at this page, which offers details about using the system. To continue,
click "Next."
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This is the Promotional Material Filing Index. Note that the Filing Index will be blank when you
enter the system for the first time. Going forward, all filings made through the system during the
previous three years will appear in the Filing Index. From here, you'll be able to submit a filing,
submit revisions to previous filings, delete in-progress filings, continue submission of incomplete
filings, and track the status of previously-submitted filings. Please note that any submissions that
were filed via email prior to the launch of this system will not appear in this index and will continue
to be handled via email through completion. Going forward, all new submissions must be made
through the system.
Before beginning a filing, be sure to have a copy of all promotional material being filed on hand,
as you'll need to reference it throughout the filing process. To submit a new filing to NFA, click the
"File Promotional Material" button.

You'll then see a pop-up requesting that you confirm you're submitting a new filing. If this is not
the case and, instead, you're submitting a revision to a previous filing, you'll have the option to
click "Return to Filing Index." Once back at the Filing Index, you will be able to select the option to
file a revision. Here I'm going to file a new submission. To move forward, click "Continue."
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Next, you'll be presented with a series of reasons for filing promotional material: voluntary prereview, post-review, Rule 2-29(h) or 2-36(h) review, or Rule 2-29(j) review. In the system, you'll
find a brief description of these different types of filing options for easy reference. For additional
details on each of these types of filings, click the question mark icons next to each button. Select
the appropriate reason.

Upon selecting the type of promotional material you're submitting, you'll arrive at the Contact
Information form. Contact information should be provided for the individual who will be the
primary firm contact during the review process. This form will be automatically populated with the
contact information of the person submitting the filing, but it can be changed to someone else if
you prefer. Fields marked with an asterisk are required. Complete this form and click "Next."

Next, you will be asked to provide general information about the promotional material you're
submitting, such as the name of the piece, the date of its intended first use, and the products that
are being offered. Since we are selecting to submit material for voluntary pre-review, the date of
intended first use should be at least 14 days in the future. Complete the fields that appear, and
then click "Next."
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You'll then be required to provide a brief description of the promotional material you're submitting,
along with the type of material—such as a PowerPoint presentation or a social media posting—as
well as the method of delivery—such as an in-person presentation or a social media platform.
Again, complete the fields that appear, and then click "Next."

Next, you'll attach your promotional material files. To attach a file, click "Add" under the
appropriate material type. The system accepts most commonly used text, image, audio, video,
and other file types. For example, if I were submitting a PowerPoint presentation, I would click
"Add" under "Documents" and upload the file. If the file you are attempting to attach is too large,
click the "File is too large to attach" checkbox. NFA will contact you with further instructions on
how to submit the file. If you are submitting a website or social media profile for review, the
system also provides you the ability to submit web addresses or social media usernames. Once
you've uploaded your files, click "Next."
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Finally, you'll arrive at a summary of your filing, which contains all the information you've input.
Here, you will review and confirm that the information is accurate by clicking the "Submit Filing"
button at the bottom of the page. If you need to edit any information you've input, click the "Edit"
icon in the right hand column. If a red X appears in the right hand column, this indicates that
information is missing and must be addressed prior to submission. Clicking the icon to the left of
the red X will take you back to the applicable section for completion.

Upon submission, you will receive a notification that your submission has been received by NFA.
The notification will include a matter reference number for the filing. At this point, you may click on
the Filing Index button to return to the Filing Index where you can see your filing reflected.
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Upon submission, the filing is automatically assigned to NFA staff for review. The length of the
review process depends on the type of material you have filed. For example, material filed for
pre-approval will be reviewed within 10 calendar days of receipt, and material submitted for
voluntary pre-review will be reviewed within 14 calendar days of filing. Review of material filed
under the post-review option may take longer depending on the size of the filing.
Once the material is reviewed, you will receive an email notification alerting you to check the
Filing Index in the system. There, under the applicable filing, you will see either correspondence
from NFA indicating that the firm can use the material or a comment letter outlining deficiencies
noted by NFA that must be corrected prior to use. To access the correspondence, click the plus
icon to the left of the filing status.

In order to file a revision in response to comments issued by NFA—or to amend a filing that was
previously submitted—click the "File Revision" button that appears in the index. You will then be
asked to provide a reason for the revision. Upon submitting a reason and clicking "Next," you will
be taken to the Attachments page where you can upload any revised material and update any
other information related to the filing. To submit the filing, continue to the Summary page. Once
NFA receives the revision, staff will review the material.
Please note that you will not be able to delete any previously-submitted material. If, after
receiving notification of a comment letter, you decide to no longer use previously-submitted
material, you must notify NFA by clicking the "File a Revision" button and uploading a letter
representing that the material will not be used. Once the letter has been reviewed by NFA staff,
the Filing Index will reflect that the filing has been withdrawn.
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Also note that you have the ability to send a message to NFA staff at any time during the review
process by clicking the "Send Message" button, which is available in the Filing Index. By clicking
"Send Message," you can enter your e-mail address and a message for the NFA staff who are
reviewing your submission. Once review of a submission is complete and correspondence has
been issued, this button no longer appears.
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