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•  A proxy application is an application that is completed on behalf of an 

eligible employee/applicant.

•  There are many reasons why someone may be unable to self-submit an 

application, including:

•  The applicant does not have access to a computer or electronic device.

•  The applicant is in a disaster region with no internet or cell phone service.

•  The applicant is not in a good physical or mental state.

•  The applicant is a family member of an eligible employee and cannot register 

on the portal (i.e. – for death of employee event).

Proxy Application Summary
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• The Program Contact provides the name and email address of approved 

company contacts that can have proxy access for the program.

• Authorized users will need to register on the portal first, if they do not 

already have an account, before proxy access can be granted.

• It is a best practice to have at least two assigned proxy contacts.

• The Relationship Manager will confirm when proxy access has been 

assigned and the users can begin submitting applications.

Assigning Proxy Users
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• Determine the qualifying event for the applicant. The program’s eligible 

events can be found on the portal homepage.

Submitting a Proxy Application
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• Go to your portal and log in to your account.

• Once logged in, click the “Fund Portal” tab.

• Then click the “Proxy Applications” button.

Submitting a Proxy Application
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• Review the event cards and click the “Apply” button on the tile that 

coincides with the applicant’s situation.

• It is important to select the event card that best fits the applicant’s needs as 

application questions are based on the event selected.

Submitting a Proxy Application
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• Fill in all fields on the “Profile Information” page, on behalf of the 

employee. For a death of an employee event, please enter the details of 

the family member who is applying for assistance.

Submitting a Proxy Application
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• Complete the “Event Details” page.

Submitting A Proxy Application
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Select if you as the proxy should be the point 

of contact, the employee, or both.



• Complete the remaining application 

questions, providing as much detail 

and supporting documentation as 

possible.

• Once submitted, you will see a screen 

confirming the application has been 

submitted and the application number.

Submitting a Proxy Application
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• All submitted applications can be found on the proxy landing page where 

you can track the application status. 

• You can also return to applications in progress from this page.

Tracking An Application
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• For questions about an application, you can email the program inbox or 

call the applicant support line. This contact information can be found on 

the “Applicant Support” page on your fund portal.

Questions about Submitted Applications
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