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All Neighbors receiving TEFAP/USDA food from a Partner that request to assign a Proxy in
their absence must complete a TEFAP Proxy Form as well as a Federal Intake Form, in-
person, at the Partner’s distribution site. Both forms must remain on file for 3 years with the
Partner, and new forms must be completed by the Neighbor and Proxy every 365 days.  

Click here to access a downloadable
copy of the Federal Form.

Click here to access a downloadable
copy of the TEFAP Proxy Form.

Section 1: General TEFAP Intake & Proxy Requirements

https://cfbnj.org/wp-content/uploads/2024/01/Intake-Form-for-LDA-English-2-23.pdf
https://cfbnj.org/wp-content/uploads/2024/01/Intake-Form-for-LDA-English-2-23.pdf
https://cfbnj.org/wp-content/uploads/2024/01/PDF-TEFAP.USDA-Proxy-Form-English-Spanish.pdf
https://cfbnj.org/wp-content/uploads/2024/01/PDF-TEFAP.USDA-Proxy-Form-English-Spanish.pdf


For Partners using Oasis Insight (Oasis) for their Neighbor intake, both the Neighbor’s
Federal Intake Form(s) and TEFAP Proxy Form(s) can be completed digitally. This process
involves the Neighbor signing Oasis’s Release of Information (ROI) and the Proxy signing the
Proxy Form within the TEFAP section of the Neighbor’s case. Partners using Oasis are
required to save PDF copies of each neighbor’s Federal Intake Form(s) and Proxy Form(s).
Both Forms must be preserved for 3 years and saved on an on site computer to be
compliant.

Completing a New Neighbor’s Release of Information (ROI)

1.  Within a Neighbor’s “Case”, there will be a Red, Yellow, and Green Bar present at the top
of the screen. The Yellow Bar indicates that the Neighbor’s ROI is not on file OR that their
ROI has expired. If the Neighbor has never signed the ROI before, the text will state “Create
New ROI”. Click on “Create New ROI”. 

*If the ROI is expired, the text will say “Renew ROI”. Pages 12-14 provide instructions on how to
properly recertify a Neighbor with an expired ROI. 

2. A new screen will appear labeled “New Release of Information”. The date will  
automatically be set to the current date. Under “Cases To Include”, the Neighbor’s name
will be selected. Click on “Next”. 
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3. The ROI will appear. After the Neighbor agrees to the terms of the document, press on the
yellow bar at the bottom of the screen labeled “Click Here for Digital Signature”.  

4. A blank screen will appear stating “Sign Your Name Below”. Instruct the Neighbor to write
their signature anywhere in the blank space. After the Neighbor signs the document, press
“Submit Signature” at the bottom of the screen.  

*If the Neighbor is physically unable to sign the ROI. The Partner must ask the Neighbor
for their consent to sign on their behalf. 
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Completing a New Neighbor’s Release of Information (ROI)
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5. The Neighbor’s signature has been recorded, but the ROI has not been created. To create
the ROI, click on “Verify ROI” at the top right of the screen. 

6. Oasis will ask the Agent, the person currently intaking the Neighbor, to confirm that the
ROI has been signed. Press “OK” after confirming that the correct Agent is logged in.

7. The ROI has been signed, and the Yellow ROI alert bar has disappeared. This bar will
reappear 60 days prior to the ROI’s expiration date, alerting the Partner that they will need
to recertify the Neighbor prior to the expiration date.

Section 2: TEFAP Intake & Proxy Requirements for Partners on Oasis
Completing a New Neighbor’s Release of Information (ROI)



Completing a Proxy Form on Oasis

1. When a Neighbor requests to add a Proxy, first the Partner must access the Neighbor’s
Case in Oasis. Within their Case, click on the black tab labeled “TEFAP” at the bottom right
of the screen.

*Depending on the size of the computer screen you are using, the TEFAP tab may not be
visible. If it is not visible, scroll down to the bottom right of the Neighbor’s Case until it
appears. 

2. Within the “TEFAP” tab, click on “ADD FORM”.
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3. A screen labeled “TEFAP Application” will appear. Fill out the sections “Proxy: Would you
like to add someone to your account that is authorized to pick up for you?” and “Proxy
Relationship”. Press “Save & Close” once finished. 

4. You will be redirected to the “TEFAP Forms” tab. A form has been added to the
Neighbor’s Case. In order for the Proxy to sign the Proxy Form, click on “CAPTURE
SIGNATURES”.  

6

5. You will be redirected to a page labeled “TEFAP Application - Signatures”. Under the
Proxy’s name, press “Click here for digital signature”. 

Section 2: TEFAP Intake & Proxy Requirements for Partners on Oasis
Completing a Proxy Form on Oasis



6. Have the Proxy write their signature in the blank portion of the screen. Once finished,
press “Submit Signature”. 

7. The signature will now be connected to the Proxy. To view a PDF version of the Proxy
Form, first click “Go Back” at the top left of the screen. 
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8. Within the “TEFAP Application”, click on “PROXY FORM (PDF)” to be redirected to a PDF
version of the Neighbor’s Proxy Form. 

Section 2: TEFAP Intake & Proxy Requirements for Partners on Oasis
Completing a Proxy Form on Oasis
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1. Within the “TEFAP Application”, click on “PROXY FORM (PDF)” to be redirected to a PDF
version of the Neighbor’s Proxy Form. 

*From this screen, you can download this specific Neighbor’s Federal Intake Form by
clicking “TEFAP APPLICATION (PDF)”. Pages 9-11 provide instructions for how
Partners can bulk save their Neighbors’ Federal Intake Forms. 

Download & Saving a Neighbor’s Proxy Form

2. The Proxy Form will open in a new tab. Click on the download button at the top right of the
screen to save a digital copy of the Proxy Form. Within the Partner’s onsite computer, the
Partner needs to create a folder with the current year + Proxy Forms in the title - i.e. “2024
Proxy Forms” and save all relevant Proxy Forms to that folder. The Partner will also need to
rename the file to the date the form was signed + the last name of the Neighbor + Proxy
Form - i.e. “11-14-2024 Prince Proxy Form”. 

*The Neighbor’s signature is automatically captured once they complete the ROI. If the
signature of the Neighbor is not present, please verify if the Neighbor signed their ROI.
*Each Proxy Form has to be manually downloaded. Currently, there is no way to bulk
print Proxy Forms from Oasis. 
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Bulk Printing Federal Intake Forms

1. In addition to downloading copies of each Neighbor’s Proxy Form, the Partner is also
responsible for saving copies of each Neighbor’s Federal Intake Form. While you can
download each Neighbor’s Federal Intake Form from the “TEFAP” tab within their cases,
Oasis provides a way to bulk export all new Federal Intake Forms. To do so, click on “My
Agency” at the top right of the screen. 

2. Click on the black tab labeled “Reports”. 

3. A list of reports will appear. Scroll down until you find the report labeled “Bulk TEFAP
Intake Forms”. Once found, click on “Bulk TEFAP Intake Forms”. 

4. The “Choose Filters for All Types Report” screen will appear. First, click on “Show Cases
Assisted By Your Agency”. 
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5. Next, click on “Filter By Date of Assistance”. Two fields will appear. Enter the start and
end date of the federal intake forms you would like to generate. 

*This report needs to be ran at minimum once per month. Ideally, Partners should run
this report after every distribution. 

6. After entering the date range of the report, scroll down to the bottom of the page and
press “Next”. 

7. After pressing “Next”, you will be redirected to the “Choose Fields for Report” screen.
Click on “Request Report”. 
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Bulk Printing Federal Intake Forms



8. Once the report is finished loading, you will be redirected to a screen that states “Your
Custom Report is Ready to Download”. From here, click on the blue link to open the PDF of
your Neighbors’ Federal Intake Forms. 
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9. Your Neighbors’ Federal Intake Forms will appear. Click on the download button at the
top right of the screen to save a digital copy of the Federal Intake Forms. Within the
Partner’s onsite computer, the Partner needs to create a folder with the current year +
Federal Intake Forms in the title - i.e. “2024 Federal Intake Forms” and save all relevant
Federal Intakes Forms to that folder. The partner will also need to rename the file to the
date/month the forms were signed + Federal Intake Forms - i.e. “11-14-2024 Federal
Intake Forms”. 

Section 3: Saving PDFs of Neighbors’ Federal Intake & Proxy Forms
Bulk Printing Federal Intake Forms
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For a Neighbor to continue receiving food from a Partner, the Neighbor must be recertified
every 365 days, based on the expiration date of the most recent Federal Intake Form that
the Neighbor signed. During the Neighbor’s recertification process, the Neighbor has to
complete a new Federal Intake Form. If the Neighbor has a Proxy assigned to them, the
Partner is required to verify with the Neighbor that the Neighbor would like to continue
having their Proxy pickup for them. After confirming the continuation of the Proxy, the
Neighbor and the Proxy must sign a new Proxy Form. 

If the Neighbor would like to change their assigned Proxy during recertification, the
Neighbor and the new Proxy will both need to sign a new Proxy Form at the Partner’s facility. 

If the Neighbor requests to terminate their Proxy’s relationship, no new Proxy Form shall be
provided to the Proxy or to the Neighbor. At this time, the Partner must record that the
Neighbor no longer requires a Proxy to pick up on their behalf. Pages 22-26 provide a few
examples for how a Partner on Oasis can indicate a Neighbor’s termination/change in Proxy
status. 

If a Neighbor is no longer able to visit the partner in-person for their annual recertification,
the Partner can complete the Neighbor’s recertification with the Neighbor over the phone.
During their phone/verbal recertification, the Partner must verify with the Neighbor if they
would like to have their assigned Proxy continue picking up for them on their behalf. If so,
the Proxy will need to sign a new Proxy Form the next time they are picking up for the
Neighbor. 

If the Neighbor requests to change their Proxy during their phone/verbal recertification, the
Partner will need to mail the Neighbor a copy of the Proxy Form. The Partner must inform
the Neighbor that the Neighbor and the new Proxy will need to sign and return the signed
Proxy Form. The Proxy Form can be returned via mail or the new Proxy can drop off the
Proxy Form to the Partner.

If an Individual is stating that they are the new Proxy for a registered Neighbor, the Partner
shall not provide the Individual with a Proxy Form unless the Neighbor is with them, in-
person, to confirm the Proxy’s request. 
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Neighbor Information Reverification

1. When a Neighbor’s ROI is expired, this is an indication that 1. the Neighbor needs to have
their information reverified 2. A new signature is required within the Neighbor’s Case 3. If
the Neighbor has a Proxy Form on file, the Neighbor and Proxy will also need to re-sign the
Proxy Form if the Neighbor wants to continue having the Proxy pick up for them.  

1a. If your agency is providing Neighbors with barcodes, the yellow ROI alert will appear
below the Neighbor’s information within the Barcode Mode. Press “VIEW CASE” to be
redirected to the Neighbor’s Case in order to verify their information. 

Oasis will inform the Partner when a Neighbor needs to recertify via the ROI functionality. 60
days prior to the ROI’s expiration, a yellow alert banner will appear at the top of the
Neighbor’s Case, or below the Neighbor’s information if using the barcode mode. At this
time, the Partner will need to confirm with the Neighbor that the information in their Case is
still accurate. If not, the Partner must edit their Case and make the appropriate changes.
After the Partner verifies the Neighbor’s information, the Neighbor needs to sign a new ROI. 

*Any time a Neighbor needs to recertify their Federal Intake Form (or the ROI in the case of
Oasis), the Partner also needs to recertify the Neighbor’s and Proxy’s status, even if the
Proxy Form is not expired yet. Pages 16 & 17 go over how to recertify a Proxy in Oasis. 
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Neighbor Information Reverification
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2. Prior to the Neighbor renewing their ROI, the Partner must verify with that Neighbor that
the information within their Case is still valid. While their information is visible on the
“Personal Info” tab of Oasis, CFBNJ recommends pressing “Edit Case” to see the complete
version of the Neighbor’s Intake Form.  

3. After pressing “Edit Case”, the Neighbor’s Intake Form will appear. Only the following
fields have to be reverified to fulfill the NJDA’s intake requirements: First Name, Last Name,
Address, City, State, Zip Code, County, How Many Children Are In Your Household, How
Many Total Adults Are In Your Household, and Qualifying Reason: Do You CURRENTLY
Receive Any Of The Services Listed In Numbers 1 Through 5? If So, Please Choose Which
Services. If Not, Do You Qualify For Reason 6 Or 7?
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Neighbor Information Reverification

4. Once the necessary change are made, if any, to the Neighbor’s Case, click on “Save
Changes” at the bottom left of the Intake Form. 

*All of the Neighbor’s information is Self-Declared; Partners are prohibited from asking
Neighbors to provide proof of identification, address, income, etc. 

Neighbor ROI Renewal

1. After verifying the Neighbor’s information, the neighbor must sign a new ROI. Click on
“Renew ROI”. 

2. From here, the ROI renewal process is the same as if the Neighbor was newly added to
Oasis. Follow steps 1-7 on pages 2-4 for guidance on how to have a Neighbor sign their ROI. 
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Section 4:  Annual TEFAP & Proxy Recertification In Oasis
Proxy Reverification

If the Neighbor would like to continue having their Proxy pick up on for them on their behalf,
the Proxy will need to sign a new Proxy Form every 365 days or whenever the Neighbor’s
Federal Intake Form has expired. Partner can use the yellow ROI alert as an indication that a
new Federal Intake Form and Proxy Form need to be signed. 
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1. When a Neighbor’s ROI is expired, this is an indication that 1. the Neighbor needs to have
their information reverified 2. A new signature is required within the Neighbor’s Case. 3. A
new Proxy Form needs to be signed, even if the Neighbor’s Proxy Form on file is not expired,
by the Neighbor and Proxy.

1a. If your agency is providing Neighbors with barcodes, the yellow ROI alert will appear
below the Neighbor’s information within the Barcode Mode. Press “VIEW CASE” to be
redirected to the Neighbor’s Case in order to verify their information. 

*In addition to the ROI alert, Partners can use Case Alerts and edit the Proxy Demographic field to
record the Proxy Form’s expiration date. Instructions for how to use these two features can be found
on pages 18-21 .  
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Proxy Reverification
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2. After verifying the Neighbor’s information and having them renew their ROI (as explained
on pages 12-14), a new Proxy Form must be added to the Neighbor’s Case. Within the
Neighbor’s Case, click on “TEFAP”. 

3. The Neighbor’s previous Proxy Form(s) will appear. DO NOT edit or delete any of the
Neighbor’s Proxy Forms. To recertify the Proxy, the Partner will need to create a new Proxy
Form. Press “ADD FORM” and follow steps 1-7 on pages 5-7 to create a new Proxy Form.
Follow steps 1 and 2 on page 8 to download and save a PDF of the Neighbor’s new Proxy
Form. 

*Partners can only edit the Proxy Form to add a note to the Form. Steps to add a note can be reviewed
on pages 22 & 23.
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Adding Case Alerts

In addition to the ROI alert, partners are required to add a Case Alert to a Neighbor’s Case to
indicate that a Proxy has been established. Case Alerts will create a note within the
Neighbor’s Case. Within the Alert, the Partner must state that a Proxy has been assigned to
the Neighbor, the name of the Proxy, and the expiration date of their Proxy Form. By using
the Case Alert function, the Partner will be directed to the Neighbor’s “Alerts” section within
their Case. If the Partner is using key tags or the Oasis generated ID cards, the alert will
appear below the Neighbor’s information. 

1. To add an Alert to a Neighbor’s Case, first access their Case. Once there, click on the red
tab labeled “Alerts” at the bottom right of the screen. 

*Depending on the size of the computer screen you are using, the Alerts tab may not be
visible. If it is not visible, scroll down to the bottom right of the screen until it appears. 

2. Click on “ADD ALERT” to create an Alert.

*In addition to using Alerts for the establishment of a Proxy, Alerts need to be used to
record any changes to the Neighbor’s Proxy Status, including removal/termination of
their Proxy. Pages 24 & 25 provide instructions on how to edit Alerts to record any
changes to the Neighbor’s Proxy’s status. 



3. The “Add Alert” screen will appear. Fill out the information regarding the Proxy
arrangement including the name of the Proxy, the date the Proxy Form was signed, and the
expiration date of the Proxy Form. Once finished, press “Add Alert”. 

Section 5:  Other Ways to Track the Status of a Proxy Form in Oasis
Adding Case Alerts
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*If “Send email alert to YOUR AGENCY NAME” is checked off, all agents within the
Partner’s agency labeled Agency Administrator will receive an email that a Case Alert
has been added to the Neighbor’s Case. 

4. The Case Alert has been added. Whenever the Neighbor’s Case is opened, Oasis will
direct the Partner to the “Alerts” tab within the Case.

4a. If the Partner provides barcodes to their Neighbors, the Case Alert will appear in the
Barcode Mode Window when scanned, below the Neighbor’s information. 
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Editing the Proxy Demographic Field in the Intake Form

While less visible than a Case Alert, the demographic field “Proxy: Would you like to add
someone to your account that is authorized to pick up for you?” can also be used to indicate
that a Proxy has been established, changed, or removed (terminated). To use the field, the
Partner needs to edit the field within the Neighbor’s Oasis Intake Form.

1. Within the Neighbor’s Case, click on “EDIT CASE” to access their Oasis Intake Form. 

2. Towards the bottom of the form, there is a field called “Proxy: Would you like to add
someone to your account that is authorized to pick up for you?”. In this field, write the name
of the Proxy as well as the expiration date of their proxy form. Once finished, press “Save
Changes”. 
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Editing the Proxy Demographic Field in the Intake Form

3. Within the Neighbor’s Case, the Proxy’s name will be present in two locations: to the right
of “Details” and in the gray section at the right of the screen, above the “Personal Info” tab. 

3a. If the Partner provides barcodes to their Neighbors, the Proxy’s name will appear in the
Barcode Mode Window when scanned, below the Neighbor’s Name. 
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If a Neighbor has requested that their Proxy be unassigned from their Case or there is a
situation that requires a Partner to unassign the Proxy, the Partner must not delete the
Proxy Form from Oasis. If the Proxy needs to be removed, the Partner must add a note to
the Proxy Form and edit the Case Alert to reflect the Proxy’s termination. 

Adding a Note to a Proxy Form

2. A record of all of the Neighbor’s Proxy Forms will appear. If there are multiple Proxy
Forms between the Neighbor and the same Proxy, the note only needs to be added to the
most recent Proxy Form. To add the note, click on “EDIT”. 

1. If a Proxy is being removed from a Neighbor’s Case, a Note can be added to their Proxy
Form. Within their Case, click on the black tab labeled “TEFAP” at the bottom right of the
screen.

*The Partner must not delete any Proxy Forms from the Neighbor’s Case.



3. In the “Notes” section, provide a brief explanation regarding why the Proxy is being
terminated, the date of termination, and the name of the Individual processing the
termination. After adding the note, press “Save & Close”. 
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Adding a Note to a Proxy Form

4. There is now a record within the Neighbor’s Proxy Form regarding the termination/change
of their Proxy. 



1. In addition to adding a note to the Proxy Form, Partners should record the termination of
the Proxy in the Case Alert that originally indicated the establishment of the Proxy. To edit
the Proxy Case Alert, first access their Case. Once there, click on the red tab labeled “Alerts”
at the bottom right of the screen. 
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Editing the Proxy Case Alert

2. Within the Neighbor’s Alerts tab, locate the Alert related to the Neighbor’s Proxy. Once
identified, click on “EDIT”. 
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Editing the Proxy Case Alert

3. Within the Alert’s Description field, provide a brief explanation regarding why the Proxy is
being terminated, the date of termination, and the name of the Individual processing the
termination. After adding the description, press “Save changes”. 

4. The Alert has been updated and the change will be reflected in both the “Alerts” tab as
well as under the Neighbor’s Information when using the barcode mode. 



Section 6:  Terminating a Proxy in Oasis 26
Changing the Proxy Demographic Field in the Intake Form

1. Within the Neighbor’s Case, click on “EDIT CASE” to access their Oasis Intake Form. 

2. Towards the bottom of the form, locate the Demographic Field called “Proxy: Would you
like to add someone to your account that is authorized to pick up for you?”. Edit the text in
the current field to indicate the status change of the Proxy, including the date of the change
and the individual processing the change. Press “Save Changes” when finished. 

While editing the Proxy Form note and adjusting the description of the Proxy Case Alert are
required, Partners are also encouraged to update the Proxy Demographic Field within the
Neighbor’s Intake Form if the Neighbor requests their Proxy be changed or terminated.


