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Creating Your User Account

1. Go to https://SAM.gov

in the upper right click on Log In.

2. Click on Create an Account

M

SYSTEM FOR AWARD MANAGEMENT

ANEW WAY TO SIGN IN - If you already have
a SAM account, use your SAM email for login.gov. Log

HOME SEARCH RECORDS DATAACCESS = CHECK ST

A\ ALERT: June 11, 20:8: Entities registering in SAM must submit a notarized letter appointing their authorized Entity Administrator. Read our ypdated FAQs to learn more abo

changes ta the notarized ltter review: process and othe
A\ ALERT: 540.gov will be down for scheduled maintenance Saturday

system improvements.
2013, from §:00 AM to 1:00 PM (EDT).

A\ ALERT: CAGE is currently experiencing a high volume of registrations, and is working them in the order in which they are received. When your registration is assigned toa CA
Technician, you will be contacted by CAGE, if necessary, for any additional information.

The System for Award Management (SAM) is an official website of the U.S. government. There is no cost to use SAM. You can use

this site for FREE to:

= Register to do business with the U.S. government

« Update or renew vour entity regisiration
= Check status of an entity registration

Search for entity registration and exclusion records

Create A User Account

+

Start by ereating a SAM user account.

GSA

IEM P-20190315-1318
WWWy

Getting Started
Register Entity Search Records
After creating your SAM user account, log in to register Do a public search for existing entity registration
to do business with the U.S. government. records or esclusion records.

Federal users can log in to see additional information.

Search Records Disclaimers ~ FAPIIS.gov
Data Access Accessibility  GSA.gov/IAE
Check Status Privacy Policy GSAgov
About USA.gov
Help

‘Thisis a U1.5. General Services Administration Pederal Government eomputer system that is "POR. OFFICIAL USE ONLY. This system is subject to monitoring. Individnals found
performing unauthorized activities are subject to disciplinary action inclnding crimina] prosscution.

SAM is using login.gov to allow you to
sign in to your account safely and

@ First time here from SAM?
Your old SAM username and password won't work. Please
create a login.gov account using the same email address

you use for SAM.

Learn more.

securely.

Create an account

Signin

Back to SAM
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1.  Go to https://SAM.gov



in the upper right click on Log In.
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Typewriter
2.  Click on Create an Account

brian.williams
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© First time here from SAM?
Please create a login.gov account using the same email

3. Enter your email address and
click Submit.

address you use for SAM

You will receive a confirmation email Learn more.
with a link to confirm your email address.

The link will expire after 24 hours. Enter your email address

Email address

Security Practices and Privacy Act Statement

Cancel

_ _ _ U LOGIN.GOV
4. In your confirmation email,

click Confirm email address.
_ _ _ Confirm your email
After following the link, you will

be asked to create a pa_ssword. Thanks for creating an account. Please click the link below or
copy and paste the entire link into your browser. This link will

expire in 24 hours.

Confirm email address

5. You will be asked how you Enter your security code

would like to secure your account. We sent a security code to This code will expire in
Enter a phone number where your 10 minutes.

security code will be sent, either

by text or phone call. One-time security code

Before clicking Submit, checking m

the box titled "Remember this
browser" will save this browser for
30 days. If you do not select this,
you will need to enter a security
code each time you log in.

3 Get another code I Remember this browserl

Entered the wrong phone number? Use another phone number

Enter your security code and click ‘
SmeIt < Cancel account creation
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3.  Enter your email address and

click Submit.



You will receive a confirmation email

with a link to confirm your email address.



The link will expire after 24 hours.
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4.  In your confirmation email,

click Confirm email address.



After following the link, you will

be asked to create a password.
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5.  You will be asked how you

would like to secure your account.

Enter a phone number where your

security code will be sent, either

by text or phone call.



Before clicking Submit, checking

the box titled "Remember this

browser" will save this browser for

30 days.  If you do not select this,

you will need to enter a security 

code each time you log in.



Enter your security code and click

Submit.
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6. You will receive your personal key.
You should save this key in case you ever
need to unlock your account.

After clicking Continue, you will be asked
to enter your personal key.

7. After entering your personal key,
you should receive a screen confirming
activation. Click Continue.

Always have access to your account
with your personal key

This is the only way to regain access to your account if you lose your
phone or security options. Write it down or print it out.

Your personal key

Generated on April 18, 2019

&

Personal keys are one-time Keep it private and safe. Don't

use, If you need to use your share your personal key, and

personal key for any reason, only use it when you do not have

you'll be issued a new key. access to your normal sign-in
methods.

We never ask for your personal key in email
@ Only use it when you cannot use normal sign-in
methods.

Print this page

You have created your account with
login.gov

You can now log into SAM.

1

This is the only information login.gow will share
with GSA:

@ Email address

¢ Return to your login.gov profile

5|Page



brian.williams
Typewriter
6.  You will receive your personal key.

You should save this key in case you ever

need to unlock your account.



After clicking Continue, you will be asked

to enter your personal key.
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7.  After entering your personal key,

you should receive a screen confirming

activation.  Click Continue.
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8. You will be asked what
type of account you are
creating.

Choose
Create Individual Account.

If you do not, you will not
be able to register your entity

9 . Com plete al I req u | red Sect'ons’ from the profile you created on login.gov. Create your account in SAM by entering the following information. You will review

noted by the red asterisk.

After entering everything click Next.
You will be asked to review and confirm | s Usermformation:
the information. Once this is done,

click Submit. Last Neme:
. . . . . Email Address:

You will receive an email confirming |

your username. The username is only i Frp——

used for display and role assignment Priosary Comnmuication: Phone B

purposes You WI” use your emall to Additional Comments: Optional - Describe why you selected your primary communication method.

log in. /
Country: # UNITED STATES ¥
SAM Username:

10. Go to https://SAM.gov and click

Log In in the upper right.

Click on Sign In. After entering your
email and password, you will be asked Security Question 21 Please selecta value v
to agree to usage terms. Click Agree ot e

to continue.

You should be taken to your MySAM Securty Answer 3:°

page.

Create an Account

Choose Aceount Type

Page Description
‘You have successfully created a login.gov account. There is no SAM user account that matches the profile you created. If you have an existing SAM account, you will need
to update your login.gov profile with the email address used in SAM. Otherwise, use the links on this page to create a new SAM account. You will need this account to
manage entity registrations, exclusion records, request data access, and save searches,

Individual Account Details System Account Details
Create an Individual User Account if vou need to: Create a System User Account if vou need to:
» Register or update your entity » Request non-public data access for a Federal government system
« Create and manage exclusion records « Automate a system pull of non-public data

» View For Official Use Only (FOUQ) level data » Perform data transfer from SAM to your Federal government system
« Save search criteria to run at a later time
» Request non-public data access as a Federal government nser

> I Create Individual Account I Create System Account

Page Description
You need an individnal user account to register an entity, create exclusions records, or view FOUO level data. Thiz ic separate

thiz information on the next page before vou submit your user account creation request. Your email address will be displayed
bazed on the email address you uzed to register on login.gov,

IMandatory fields are marked with an asterizk or star symbol. Complete all mandatory fislds before continuing to the next page.

First Name: *

Username must be at least six characters in length. Once created. the username cannot be changed in 3AM.
NOTE: The 3AM username iz for display and role assignment only. You must use your email address to log in.

Username: *

Security Questions:
Security Question 1: * Please select a value r

Security Answer 1: *

Security Question 3: * Please select a value r

CANCEL NEXT
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8.  You will be asked what

type of account you are

creating.



Choose

Create Individual Account.



If you do not, you will not

be able to register your entity

brian.williams
Arrow

brian.williams
Typewriter
9.  Complete all required sections,

noted by the red asterisk.



After entering everything click Next.

You will be asked to review and confirm

the information.  Once this is done, 

click Submit.



You will receive an email confirming

your username.  The username is only

used for display and role assignment

purposes.  You will use your email to 

log in.
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10.  Go to https://SAM.gov and click

Log In in the upper right.



Click on Sign In.  After entering your

email and password, you will be asked

to agree to usage terms.  Click Agree 

to continue.



You should be taken to your MySAM

page.
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Navigation in the MySAM Portal

SSAM

SYTTEM FOR AWARD MANAGEMENT

MY SAM  SEARCH EECORDS DATAACCESS CHECKSTATUS ABOUT = HELP

ml ALERT: June 11, 2028: Entities ragistering in SAM must submit a potarized letter appointing their authorized Entity Administrator. Read cur ppdated FAQE to leam more aboat

changes to the notarized letter review process and other sy=tem improvements,
ALERT: SaM.govwill be down for scheduled maintenance Satarday, o5/11/2015, from 8io0 AM to 1200 PM (EDT).

B b

ALERT: CAGE is currently experizncing a high volume of registrations, and iz working them in the order in which they are received. When your ragistration iz assigned to a CAGE

Technician. you will be contacted by CAGE, if necessary, for any additional information.

MY SAM Welcome,

A Teer Rolas Weleome to your My 540 page. Start here to learn what you can do in SAM. Your options are customized to vour user aceount and reles.
B Selzct a zaction from the sub-navization memn to begin. Hers iz an overvissw of the mast popular zecions.
Entity Registrations
My User Roles
Bty Aotk Selin e Your SAM user acconnt needs rolss to do most things in SAM. Sslect My User Roles from the My SAM sub-navigation

My Data Acosss menu to view your current roles, request new roles, or manage role invitations,

General

« Entity Registrations
Do you want to do business with the U.S. Federal Government? Select Entity Registrations from the My SAM sob-
navigation menu to create. update, renew, or deactivate your entity registration,

In your MySAM portal, there are
five main areas you can navigate

to: My Data Access
Are you a Fadaral government usar who nesds sansitive ragistrant data. or access to a non-public SAL data extract orweb
- M y USe r RO I es servies, to manags mﬂ‘t!‘:lf:':ﬂr g;.ant awards? Select My Data Access from the My SAM sub-navigation menn to raquest or
Entlty Reglstratlons renew access to non-public data in SARL
- M y ACCO u nt Settl ngS If you have amy questions, select Help from the main pavization mena to acesss user guides, training matesials, FAQs. or contact our
-My Data Access S
-General

Understanding the zo1= NAICS Codes & SEA Size Standards:

SAM usas the 2007 North Amsrican Indnstry Classification System (MAICS) Codes and the Small Business Administration
{5BA) Table of Small Business Size Standard: fo help small business owners assess their small business statns by industn, Visit
SEA's Size Standards page for more information.

The following pages will briefly
detail each section.

When youa register in SAM to pursue federal contracts, you provide worldwide size metrics and salect the NAICS Codels) most
applicabls to your business in the Assertions section of your regisiration. You then certify to the INAICS table displaying your
small business status by industry in your Representations and Certifications.

Perindically, SEA updates the sire standards for certain industries or sectors, If the size standard changes. and thiz affacts the
"¥ez" and "No" answer {meaning Small or Other Than Small) on your WATCS tables at 52.212-3 and 52.219-1, SAM will place an
exclamation point (1) nest to the "Ves" or "No” answer to show it should be reviswed.

The next time von apdate your Bepresentations and Certifications, the answers will be displayed according to the new size
standard. When you complete that apdate, the exclamation points will be remeved. Remembear, your entity's small businesz
status to which you originally certified will not be updated until you login to npdate the record.
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In your MySAM portal, there are

five main areas you can navigate

to:



-My User Roles

-Entity Registrations

-My Account Settings

-My Data Access

-General





The following pages will briefly

detail each section.
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MY SAM
-My Roles allows you to search for an entity and see My Rl
what your assigned roles and permissions are. e
-Invitations is where pending invitations to join an Migrated Accounts
entity or receive roles are located.
Fequest Fole with New
-Migrated Accounts only applies if you had previous Entity
accounts with old federal contracting and registration
databases. New users can ignore this function. Entity Registrations
-Request Role with New Entity allows you to request | My Account Settings
roles with an entity.
My Data Access
General
MY SAM
2. Entity Registrations My User Roles
-Register New Entity allows you to register your
organization/jurisdiction in the SAM system. Register New Entity
-BioPreferred Reporting is not applicable to our Bt Bapmtiog

functions and can be ignored. :
My Account Settings

My Data Access

General

8|Page


brian.williams
Typewriter
1.   My User Roles



-My Roles allows you to search for an entity and see

what your assigned roles and permissions are.



-Invitations is where pending invitations to join an

entity or receive roles are located.



-Migrated Accounts only applies if you had previous

accounts with old federal contracting and registration

databases.  New users can ignore this function.



-Request Role with New Entity allows you to request

roles with an entity.
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2.  Entity Registrations



-Register New Entity allows you to register your

organization/jurisdiction in the SAM system.



-BioPreferred Reporting is not applicable to our

functions and can be ignored.
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MY SAM

3. My Account Settings My User Roles

[ i : Entity Registrations
-Edit User Information allows you to edit your RN

personal information for your user account.

Edit User Information

-Deactivate User Account allows you to deactivate
your account if you wish. Deactivate User Account

My Data Access

General
4. My Data Access MY SAM
-General Information gives you some information M D Bl
on data access and whether you would need it. Entity Registrations

-A majority of this section applies to Federal B e

Government employees only and can be ignored. My Data Access

General Information

Entity Management
Exclusions

Individual Data Access
Request

My Data Access Bequests

General

MY SAM
5. General

MMy User Roles
-My Saved Queries allows you to view previous o
searches and inquiries you have completed. Eotiy Brmstalinn:

My Account Settings

My Data Access

My Saved Queries
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3.  My Account Settings



-Edit User Information allows you to edit your

personal information for your user account.



-Deactivate User Account allows you to deactivate

your account if you wish.
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4.  My Data Access



-General Information gives you some information

on data access and whether you would need it.



-A majority of this section applies to Federal 

Government employees only and can be ignored.

brian.williams
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5.  General



-My Saved Queries allows you to view previous

searches and inquiries you have completed.
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Registering Your Entity

1. From your MySAM homepage,
click on Entity Registrations on the
left-hand side of your screen.

From the drop down menu, click
on Register New Entity.

MY SAM

My User Roles

2. You will be brought to this screen.
This details the information required
for each section.

Note: If you are not interested in
bidding on federal contracts, you
only will be asked to complete the
Core Data and Points of Contact
sections.

If you are interested in bidding on
federal contracts, you will need to
complete all four sections.

Click Start Registration to begin.

= Register Ners Enity
BioPreferred Reporting

My Account Settings

My Data Access

General

Entity Registrations I

Welcome,

Welcome to your My SAM page. Start here to learn what vou can doin SAM. Your options are customized to your user account and roles,
Select a section from the sub-navigation menu to begin. Here is an overview of the most popular sections,

My User Roles
Your SAM user account needs roles to do most things in SAM. Select My Usar Roles from the My SAM sub-navigation

‘ment to view your current roles, request new roles, or manage role invitations.

Do you want to do business with the U.5. Federal Government? Select Entify Registrations from the My SAM sub-

ﬁ Entity Registrations

navigation menu to create, update, renew, or deactivate vour entity registration.

T—

Registration Overview

- |

Purpoze of Registration

SAM Entity Management registrants are required to submit detailed information on their entity in the following categories, depending
on the parposs of the registration:

Core Data

Rapracantations and
Certifications

Points of Contact

Core Data
v for all registration types. Inclndes, but is not limited 20, an entity's DUNS andor DoDAAC, name, address,
CAGE or NCAGE, code, TN or EIN number, general information, financial information, and details about any proceedings

in which the entity may currently be imvolvad,

Sobmit Regisiration

BACK TO USER DASHBOARD

Assertions
Documents salf-aszertions from each entity. Includes, but is not limited to, data about the types of goods and services the
entify provides, the entity size, optional Electronic Data Inferchangs (EDT), and disaster ralief data,

B

Representations & Certifications

D s an entity's jons and certifications related to their small business statas, responses fo commenly
used Federal Acquisition Regulation (FAR) and Defanse Faderal Acquisition Regulation Sapplement (DFARS)
provisions/clanses, and Architeet-Engineer Responzes (SF330 Part I1).

Points of Contact
Mandatory for all registration fypes. The entity will be asked to provids contact information for any mandatory POC based
on the information they provided during the registration process. Includas, but is not limited to, accounts receivable.

electronic business, and government basinsss.

Notes:

An entity within the SAM system includes pri trach izations or individuals applying for assistance awards, those
rzeeiving loans, scle ietors, corporations, hips, and any Faderal povernment agencies desiring to do business with
the government.

Entity Adminictrators and/or Entity Registrati fves are ible for ensuring the accuracy of an entity

iom in SAM. An entity registration must be renewed svery 365 days in ordar to remain active and will expire if it iz not
updated in a timsly mannsr. An expired registration may affect the ability to do business with the Faderal zovernment.

START REGISTRATION
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1.  From your MySAM homepage,

click on Entity Registrations on the

left-hand side of your screen.



From the drop down menu, click 

on Register New Entity.
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2.  You will be brought to this screen.

This details the information required

for each section.



Note: If you are not interested in 

bidding on federal contracts, you

only will be asked to complete the 

Core Data and Points of Contact

sections.



If you are interested in bidding on

federal contracts, you will need to

complete all four sections.



Click Start Registration to begin.
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—

3. After clicking on Start Registration, —

a pop-up window will appear detailing T T T REE BTV OU START
the information required to complete Pupos ottt f
registration. - ou will need t

Repressntations and
H H Ta. Certifications U.S. REGISTRANTS:
YO u wi I I need yOU r e ntlty S . TRy Your DUNS Num gal Business Name, and Physical Address from your Dun &

Bradstreet (D&

_ D U N S N u m be r Submit Registration -'H‘}’(!LI don't ha'.-'e.cnn : : - ‘t:r(:-m D&E

iated with your

BACK TO USER DASHBOARD orm) to find your

-Legal Business Name

our bank account type, L.e.

-Physical Address
Y iz : d y (NCAGE) Code from the NATO

-Taxpayer Identification Number (TIN/EIN) i on s o o e e N SomNSPA

i Naﬂle,and' Physical Address fi m;_.'m_erunE:_

-Bank routing and account number, and account iy “ S

type (checking/savings) -1£yo os'thave e, you can

When you have this information, click Continue
m CONTINUE

Determine Purpose of Registration
4. This section asks what type of entity and e fﬁ;‘%ﬂfmmwmmmmm
the reason for regIStratlon' I.fym:‘\ant;jobﬂajn ieﬂ.elalwnhada\\'a;:‘_\‘oumust :Jmplete allrfaursecﬁansofthe istration: Core Data, Assertions

Fepresentations & Certifications (Reps & Certs), and Foinis of Contact (POCs), This iz required by the Fedaral Acquisition
ion (FAR) in FAR 52.204-7 System for Award

I you are only i d in federal assi ities; such as grants and loans, you must complsts three sections of the

For question 1, select the most appropriate s s ok o i s Ao e

awards, you st update your SAM registration to changs vour purpose of ragistration and complete all four z=ctions,

Optlon . As of February 2, 2015, all entities registering for All Awards or Federal Acsistance Only. will be required to revisw the Financial

o and Certifications, These ar= a commeon sst of cartifications and representations required by Faderal

statutes or regalations in accordance with grants guidance undar Titls 2 of the Code of Federal Regulations. T you intend to apply

for or are a recipient of a Faderal grant or agresment, you must agres 1o the grants certifications and repracentations in the
fons & Certifications section of your entity registration.,

For question 2, if you are not interested in e
bidding on federal contracts, select "l only
want to apply for federal assistance T ——
opportunities like grants, loans, and other Sk Gt
financial assistance programs." o em—

U.S. State Government
U.5. Local Government
Tribal Government

Foreign Government

Why are you regi ing this entity to do busi with the T.5. g 4]

I want to be able to bid on federal contracts or other procurement opperturnities, I al=o want o be able to apply for grants, leans. and
other financial assistance programs.

TIPS MR, VLD L e P F VR L a0 O, | SR DO Y ] SOD P et e
I want to conduet Intra-Governmental Transactions (IGTs) with other U.5, government crganizations,

Twant to conduct 1GT= with cther 1.5, government organizations, bid on federz] contracts or other procursmant opportunitiss, and
apply for federal assistance opportunities liks grants, loans, and other financial assistance programs.

Wh e n yo u are ready’ CI i C k N eXt Iwant to conduet IGTs with other 17,5, government organizations and apply for federal assistance opportunities like grants, loans, and

other financial assistance programs.

CANCEL PREVIOUS E_
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3.  After clicking on Start Registration,  

a pop-up window will appear detailing

the information required to complete

registration.



You will need your entity's:



-DUNS Number



-Legal Business Name



-Physical Address



-Taxpayer Identification Number (TIN/EIN)



-Bank routing and account number, and account

type (checking/savings)

brian.williams
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When you have this information, click Continue 
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4.  This section asks what type of entity and

the reason for registration.





For question 1, select the most appropriate

option.





For question 2, if you are not interested in

bidding on federal contracts, select "I only

want to apply for federal assistance

opportunities like grants, loans, and other

financial assistance programs."
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When you are ready, click Next
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5. In this section you will enter your
entity's information as it appears in the
DUNS Database. Enter the DUNS Number,
Legal Business Name, and Physical Address.

Note: This information must exactly match
as it appears in the DUNS Database.
Otherwise you will not be able to continue.

If you need to update your entity's DUNS
information or sign up for a DUNS number,
please reference the Additional Information
Section on page 18.

NOTE: Due to DUNS formatting, you may need to DUNS Physical Adirese _ _ _

enter your DUNS Legal Business Name as:
Name, Town(ship) of

Once completed, click Next.

You will be asked to review and verify the
information. After reviewing, click Save and
Continue.

6. Next, you will enter your business
information and mailing address.

You will be asked to create an MPIN,

which acts as a password as you complete

the registration.

The MPIN must be 9 characters containing

at least one letter, one number, and no
spaces or special characters.

*YOU WILL NEED TO ENTER THE MPIN LATER,
IT ISENCOURAGED TO WRITE IT DOWN.

DUNS Information

Page Description
Fleasa enter the information associzted with the unique identifier of the entity you want to register. i.2. the information for the DUNS
Nuamber yon wers assigned by Dun & Eradstreet (D&E]).

Mandatory fislds are marked with an asterizk or star symbol. Complste all mandatory fislds before continning to the nexd page.

Unique Identifier:

| DUNS Number: #

email SANMbelp@dnkb.com.

-5712 or govt@dnb.com.

Entity Name:

| DE&E Legal Business Name: |

I Address Line 3¢ #

Address Line 2z

City:* I

Stats/Province: * Please select a value v

ZIP, Postal Codar* |

Country: * UNITED STATES L

CANCEL PREVIOUS WEXT

Your Entity's Business Information:

| Business Start Date (MM/DD/YYYY): * |

| Fiscal Year End Close Date (134/DD): * |

Company Division Name:
Company Division Number:
Corporate URL:

Congressional District: WI o2

Create,Enter MPIN: ~

The MPLRY will be shared with authorized pariner applications (z.z. Grants.gov, Past Performancs Information Retrizval System (PPIRS) ste.), The
MPIN acts as your password in these systems and you should guard i as such, The MPIN must be nine characters long and contain at least one letter.

one number, and no spaces or special characters,

At the bottom of the page, enter your entity's
Taxpayer ldentification Number (TIN/EIN)

Once you have completed everything, click
Save and Continue.

Taxpayer Identification Number (TIN):

Selact your TIN Type. Most entities who pay U.S. taxes selsct Employer Identification Namber (EIN}. If you don't have one, yoa can raquest an EIN
cnoline from the IRS for free. If vou are a Sole Proprietor of 2 single-member Limited Liability Company (LLC). you may select Social Security Number
(55N). Choosz carefully. You cannot change vour TIN Type once vou navigate beyond this page.

TINType:* |Please selectavall v Note: If vou zelact 55N a3 your TIN Type on this page, you must select sither Zole Proprietorship or Limitad

Lizbility Company on the Genarzl Information page latar during this registration.

TIN:

CANCEL PREVIOUS I SAVE AND CONTINUE
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5.  In this section you will enter your

entity's information as it appears in the

DUNS Database.  Enter the DUNS Number,

Legal Business Name, and Physical Address.



Note: This information must exactly match

as it appears in the DUNS Database.  

Otherwise you will not be able to continue.

brian.williams
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If you need to update your entity's DUNS

information or sign up for a DUNS number,

please reference the Additional Information

Section on page 18. 
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Once completed, click Next.



You will be asked to review and verify the

information.  After reviewing, click Save and

Continue.
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6.  Next, you will enter your business

information and mailing address.



You will be asked to create an MPIN,

which acts as a password as you complete

the registration.

The MPIN must be 9 characters containing

at least one letter, one number, and no

spaces or special characters.

*YOU WILL NEED TO ENTER THE MPIN LATER,

IT IS ENCOURAGED TO WRITE IT DOWN.

brian.williams
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At the bottom of the page, enter your entity's

Taxpayer Identification Number (TIN/EIN)





Once you have completed everything, click

Save and Continue.

brian.williams
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NOTE: Due to DUNS formatting, you may need to

enter your DUNS Legal Business Name as:

Name, Town(ship) of


SAM.gov Registration Guide

7. You will proceed to the IRS Consent to Disclose |t mateh mstructions:

Tax Information to the SAM Program Office.

Enter the information as it appears on your

most recent tax return. You will then need to

enter your MPIN.

If you do not know this information, you
should contact your local clerk, treasurer,
or county director.

Once completed, click Save and Continue

NOTE: Once you complete the Consent to
Disclose section, you are able to view the
previous sections as you wish.

8. The following screen will ask if your
entity already has a CAGE Code.

If you do not have a CAGE Code, one will
be assigned once your SAM information
has been approved and account activated
by the Defense Logistics Agency (DLA).

Select Yes or No, and enter your
CAGE Code, if applicable.

When completed, click Save and Continue.

Provide the Taxpayer Information required for the most current tax vear reported for thiz entity.

Your Taxpaver Name may be different than the entify's Legal Business Name. However, the Taxpayer Name must exactly match the name
the IRS has on file for vour entity’s TIN according to its most recent tax return.

For questions about your EIN, please call the IRS at 1-866-255-0654. For questions about vour S5, please call the Social Security
Administration at 1-8oo-772-1213.

Provide Taxpayer Information:

Taxpayer Name®:

7se only lefters, numbers, spaces, hyphens (<), and ampersands (&), Omit any other special characters that are part of your Taxpayer
Name.

Taxpayer Identification Number (TIN):

Taxpayer Address: COPY MAT ING ADDRESS COPY PHYSICAL ADDRESS
Address Line 1%:

Address Line 2:

City*:

State/Provines®: Please select a value v

ZIP/Postal Code:
Country™: Flease select a value v
Type of Tax: Applicable Federal Tax

Tax Year (YEYY)™:
(Insert Most Recent Tax Year)
Wame of Individual Executing Consent™:

Title of the Individual Executing Conzent*:

Signature®: Enter your MPIN here
Date: | Date will populate when vou select 3ave and Continue.
Page Description

The Commercial and Government Entity (CAGE) Code is a five-character, alpha-numeric identifier assigned to entities located in the
United States and itz outlying areas by the Defenze Logistics Azency (DLA) CAGE Program. All registrations in 843 zo through
CAGE Code assisnment or validation after submission.

1f vour entity already haz a CAGE Code, provide it on this page, SAM will check to se= if you entered a valid CAGE Code. If you want to
zearch for CAGE Code information. go to the DLA CAGE website, If vou do not have a CAGE Code, one will be assigned by the DLA
CAGE Program after you submit vour entity registration.

Mandatory fields are marked with an asterisk or star symbol. Complete all mandatory fields before continwing to the next page.

Does your entity already have a CAGE Code? Yes No

CAGE Code:

CANCEL P}lEﬂl’}USI SAVE AND CONTINUE I
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7.  You will proceed to the IRS Consent to Disclose

Tax Information to the SAM Program Office.



Enter the information as it appears on your

most recent tax return.  You will then need to

enter your MPIN.
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If you do not know this information, you 

should contact your local clerk, treasurer,

or county director.
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Typewriter
Once completed, click Save and Continue
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Typewriter
NOTE: Once you complete the Consent to

Disclose section, you are able to view the

previous sections as you wish.
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8.  The following screen will ask if your

entity already has a CAGE Code.



If you do not have a CAGE Code, one will

be assigned once your SAM information

has been approved and account activated

by the Defense Logistics Agency (DLA).

brian.williams
Typewriter
Select Yes or No, and enter your 

CAGE Code, if applicable.



When completed, click Save and Continue.


SAM.gov Registration Guide

9. The General Information section questions will
vary slightly based on the type of entity you are
registering.

Please answer all questions as appropriate.

When completed, click Save and Continue.

10. For the Financial Section, enter your entity's
bank account information. You will need your
entity's account type, routing number, and
account number.

NOTE: For Public Assistance and Hazard Mitigation
Grant Program grants, you will receive a paper check
from WEM.

You will also enter the phone number for
Automated Clearing House (ACH) and the address
for the department on the bank account.

If you do not know this information, you should
contact your financial institution.

Once completed, click Save and Continue.

Page Description
Please describe the entity you are registering. Use the drop-down menus and check boxes to make your selections.

Mandatory fields are marked with an asterisk or star symbal. Complete all mandatory fields before continuing to the next page.

Entity Type:

You categorized your government entity as:

US State Government

Government Types:
Select any government type that applies to vour entity. Choose all that apply.
Transit Anthority
Council of Governments
Housing Authorities Public/ Tribal
Interstate Entity
Planning Commission
Port Authority

Airport Authority

Institution Type:
Does your entity qualify as one of the following institution types? If none of these apply, select Not Applicable.
Mot Applicable v

CANCEL PREVIOUS

Page Description
2 the i T you are registering, The &
nsed for payment purposes if vou receive a Faderal award.

ion you provide on this page will be

Mandatory fislds are marked with an asterick or star symbel. Comglete all fizlds bfore ing to the next paze,

Do you accept cradit cards a= a method of payment? * Tes INo

New Account

Electronic Funds Transfer (EFT):
Account Type: * Checking A
Financial Instituta:

ABA Routing MNumbear: *

Account Numbar: #

Lockbox Number:

Automated Clearing House (ACH):
Flease enter at least one mathod of contact for your A.C.H balow.

ACHU.S. Phone: * (s oo

AC.H Nox-U.5. Phone: JOOK-0CO0000000
ACHFax: (soodhoocsooo

ACH Email:

Remittance Address:
Name: +

Address Line x: %

Address Line 2:

City: *

Stats/Provinee * Flease select a value v

UNITED STATES v

Country:

ZIP/Postal Code:

Cly add an additional account if you have more than one set of U5, —
=
banking information for this DUNS number. =5

INote: primary banking information can be changed by writing over the ABA Routing Numbsr and Account Number and saving the page.

CANCEL
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9.  The General Information section questions will 

vary slightly based on the type of entity you are

registering.



Please answer all questions as appropriate.



When completed, click Save and Continue.
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10.  For the Financial Section, enter your entity's

bank account information.  You will need your

entity's account type, routing number, and 

account number.



NOTE: For Public Assistance and Hazard Mitigation

Grant Program grants, you will receive a paper check 

from WEM.

brian.williams
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You will also enter the phone number for

Automated Clearing House (ACH) and the address

for the department on the bank account.



If you do not know this information, you should

contact your financial institution.

brian.williams
Typewriter
Once completed, click Save and Continue.


SAM.gov Registration Guide

11. Executive Compensation Questions asks
whether your entity has received a certain
amount of annual gross revenue (pre-tax dollars)
from the US Federal Government.

Please answer Yes or No. If Yes, please
answer the second question.

When completed, click Save and Continue.

12. For Proceeding Questions section, the first
question asks if you are applying for a Federal
grant or contact opportunity in which the
amount you are applying for exceeds
$10,000,000.00.

Answer Yes or No to the best of your knowledge.
If you answer Yes, answer the second question.

If the section question is Yes, answer the
third question.

Once complete, click Save and Continue.

13. The SAM Search Authorization section allows
you to decide if you want your non-sensitive
information to appear in the SAM public search
engine. This decision is solely up to you and your
entity.

Check the box if you want your entity to appear
in the search.

When completed, click Save and Continue.
You will be taken to a Review section. Please

review all the information you have entered.
Once completed, click Save and Continue.

Please answer the following questions to dstermine if yon n=ed to provide total compensation details for the five (5) most highly
eompencated exacntives in your business or organization. In accordancs with the Faderal Funding Accountability and Transparency
Act (FFATA) of zoo0b, as amanded in 2008, your responses will b= displayed to the poblic on USAspendinggov in association with
any eligible Federal award your entity receives,

Mandatory fizlds are marked with an asterick or star symbol. Complete all mandatory fizlds bafore continning to the next page,

Executive Compensation:

In vour business or crganization's preceding completad fiscal year, did vour business or organization (the lagal entity to which this specific
SAM record, representsd by a DUNS number, belongs) recaive both of the following:
4, 8o percent or more of vour annual gros: revenues in U5 fzderal contracts, subcontracts, loanz. grants, subgrants, and for
cooperative agreemsnts and
2. $25.000. 000 or more in annual gross revenues from U.S. faderal contracts. subeontracts. loans, zrants. subgrant=. and/or

cooperative agraements? *

Flease select a value ¥

Diges the public have access to information about the compensation of the s=nior axscutives in your business or organization (the legal
entity to which this specific SAM record, repressnted by a DUNS number, belongs) through periodic reports filed under secticn 13(a) or
15(d) of the Sscurities Exchangs Act of 1534 (25 U.S.C. 78m(a), 78o(d)) or section 6204 of the Internal Revenue Code of 19867

Mot Applicable hd

CANCEL PREVIOUS

Iz yvour business or organization. as reprasented by the DUNS Number on this entity registration, responding to a Federal procurement
opportanity that contains the provizion at FAR 52,2057, subject to the clanse in FAR 52.305-¢ in a carrent Federal contract. or applying
for a Federal grant opportanity which contains the award term and condition deseribed in 2 C.F.R. 200 Appendix XII7

Please select a value ¥

Dioes your businsss or organization, as represented by the DUNS number on this specific SAM record, have current active Federal
contracts and/'or grants with total value (including any exercized unsvercised options) greater than $10,000,0007

Not Applicable Y

Within the last five vears, had the business or organization (reprezented by the DUNE number on this specific SAM record) and for any of
itz principals, in connection with the award to or performanece by the business or crganization of a Federal contract or grant, been the
subject of a Federal or State
1, Criminal procseding resulting in a comviction or other acknowledzment of fault;
2. Civil proceeding resulting in a finding of fanlt with a monetary fine, penalfy. reimbursement, restitution, and,/or damages
graater than 35,000, or other acknowladzment of fanlt; and 'or
2. Administrative proceeding resulting in a finding of faalt with either a monetary fine or penalty greater than $5,000 or
reimbursament, restitotion, or damages greater than $100,000, or other acknowlsdzment of fault?

Mot Applicable d

CANCEL

Page Description
If you feel displaying non-sensitive information like your registration statos. lezal busines: name, and physical addrezs in the ssarch
angine results poses a sacarity threat or danger to you or your crganization, you can restrict the public viewing of your record in
SA4M's search engine, However, your non-sensitive regisiration informeation remains available under the Freedom of Information Act
to thesa who download the SAM public data file. Learn more aboat SA% poblic search results.

nelude oy entity's non-zensitive information in SAM pablic search engine resulis and the public data file. T want to maximize my
business opportunities with the 1.5, government and other partners. If I ancheck this box, my entity's non-sensitive information will only
be available to the public in the SAM public data file,

MNOTE: SAM never releases senzitive information. such as your Taxpayer Identification Wumber or banking information for electronic fand:
transfer. to the public in either its public search view or pablic data file, Sensitive information is only available to authorized TS,

government officials.
|

CANCEL

15| Page



brian.williams
Typewriter
11.  Executive Compensation Questions asks

whether your entity has received a certain

amount of annual gross revenue (pre-tax dollars)

from the US Federal Government.



Please answer Yes or No.  If Yes, please 

answer the second question.





When completed, click Save and Continue.
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12.  For Proceeding Questions section, the first

question asks if you are applying for a Federal

grant or contact opportunity in which the

amount you are applying for exceeds 

$10,000,000.00.



Answer Yes or No to the best of your knowledge.

If you answer Yes, answer the second question.



If the section question is Yes, answer the

third question.





Once complete, click Save and Continue.
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13. The SAM Search Authorization section allows

you to decide if you want your non-sensitive

information to appear in the SAM public search

engine.  This decision is solely up to you and your

entity.



Check the box if you want your entity to appear

in the search.



When completed, click Save and Continue.

brian.williams
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You will be taken to a Review section.  Please

review all the information you have entered.

Once completed, click Save and Continue.


SAM.gov Registration Guide

Mandatory Points of Contact

14. The Point of Contact (POC) Details section allows

you to enter the contact information for three POCs: AcGits Bcesvahle POC

Account Receivable, Electronic Business, and Government | [z

Business. Frst Nme:
Middle Initial:

If there are not separate individual for each function, put Last Name:

the information in under Accounts Receivable, and click Emal

Copy at the top of the remaining sections after selecting e

Accounts Receivable from the drop down menu to the left. || == e
Extenzion: plavislsivnd

When completed, click Save and Continue. e FeRn o
TS Fax: (300: pone-oon:
IMotes:

]

Electronic Business POC

Copy From Please select a value v cOPY
Title:

First Name: #

Middle Initial:

Last Name: ¥

Email:

Phone: # US or Non US Phone is mandatory

US Phone: (zoodjoooooo
Extension: AT

Non US Phone: X0 X00CTO00
US Fax: [

Notas:

Address Line 1 *
Address Lins 2
Ciity: #

State/ Provincs: * Please select a value i

ZIP Fostal Code:*

T UNITED STATES d

Government Business POC

Copy From Please select a value v COPY
Tiile:

First Name: *

iddle Initial:

Last Name:

Email: *

Phone: # US or Non US Phone is mandatory

15. You will be brought to the Entity Review section. S I
Here you will review all the information entered for o i
your entity. After ensuring all information is correct, - R—
click Submit. otes
You will receive a confirmation email after submission. e
- T I UNITED STATES ¥

Country: -

Optional Points of Contact

»  Optional POC

*  Past Performance POC

*  Past Performance Alternate POC

4 Electromic Business Alternate POC

L4 Government Eusiness Altarnate POC

| Add Optional POC

CANCEL
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14.  The Point of Contact (POC) Details section allows

you to enter the contact information for three POCs:

Account Receivable, Electronic Business, and Government

Business.



If there are not separate individual for each function, put

the information in under Accounts Receivable, and click

Copy at the top of the remaining sections after selecting

Accounts Receivable from the drop down menu to the left.



When completed, click Save and Continue.    

brian.williams
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15.  You will be brought to the Entity Review section.

Here you will review all the information entered for 

your entity.  After ensuring all information is correct,

click Submit.



You will receive a confirmation email after submission.


SAM.gov Registration Guide

MY SAM
If you are not able to finish your registration, you can Rkl Ralen
come back and complete it at a later time. At your MySAM Entity Users
Portal Homepage, click on Entity Registrations, then S—————

Existing Entity Registrations.

= Existing Entity Registrations

Register New Entity

BicPraferred Raporting
My Account Settings
Iy Data Access
General
Click on your entity's name i
under Entity List. [#CE
Your entityls information will Registration Details for Complete Record Registration Details for Incomplete Record
po pu I ate th e Reg Istration You do not h,a‘\"e any pm\-ioas reg:iztra.ﬁan ?emrﬂs f_or this entity. Enti_t:.' I_\Ia_me: R
DetaI|S for Incomplete Record Please select Update Entity from Regl,strtitfon De&aﬂs for DUNS Number:
. Incomplete Record to complete your entity registration.
f|e|d . Address:
CI |Ck on U pd ate E nt|ty tO Purpose of Registration: Federal Assistance Awards
continue registration. Regisiration Status: Draft
Address Update Required: o
> v [
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If you are not able to finish your registration, you can

come back and complete it at a later time.  At your MySAM

Portal Homepage, click on Entity Registrations, then

Existing Entity Registrations.

brian.williams
Arrow

brian.williams
Arrow
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Click on your entity's name

under Entity List.

brian.williams
Typewriter
Your entity's information will

populate the Registration

Details for Incomplete Record

field.







Click on Update Entity to

continue registration.
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Additional Information

e If you need to update your entity’s information in DUNS Database, contact the DUNS
Business Department at 866-705-5711. They will email you a link to a portal, where you
will need to upload two accepted documents showing the new information. You will
receive an email once the changes have been made in DUNS. You will then be able to
begin/continue your SAM.gov registration.

e Once you submit your registration, please allow 10-14 business days for your SAM
registration to become active. Monitor your email during this time as there may be
some correspondence from the FSD or DLA.

e |tis possible for the DLA to activate your registration and assign a CAGE Code prior to
the FSD approving your notarized letter. You MUST still send and have an accepted
notarized letter on file or the FSD may freeze your SAM account.

e Save frequently. If you are inactive for 30 minutes, SAM.gov will log you out, and you
will lose any unsaved data.

e Your SAM registration needs to be renewed annually. Without an active SAM
registration, your entity will not receive obligation packets or payments from WEM until
it is renewed. We recommend putting a note on one’s calendar about 30 days prior to
expiration.

e EVERYTHING RELATED TO SAM.gov IS FREE, and registration renewal will only ever be
done on SAM.gov. If you receive emails taking you to other websites or asking for
money, these emails could be phishing and should be deleted.

e If your registration is rejected, you can contact the DLA at 877-352-2255 for additional
information.

e SAM.gov is a federally run website. WEM does not have administrative authority on
SAM.gov, if you experience issues on the website you will need to contact the FSD
(https://fsd.gov/fsd-gov/)

e If you need a DUNS Number (https://www.dnb.com/duns-number/get-a-duns.html)

Once you receive your CAGE Code, please email the CAGE Code and expiration date to:

DMAWEMPublicAssistance@wisconsin.gov
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Notarized Letter Instructions

All non-Federal entities registered in SAM.gov will be required to submit a notarized letter to
the Federal Service Desk (FSD) designating an Entity Administrator. After the FSD receives your
letter, you will receive an email stating if the letter has been approved or rejected. If rejected,
it will provide the reasons why. You MUST have an approved notarized letter on file or the
Federal Service Desk may place a hold on your SAM.gov account.

If the Entity Administrator ever changes, you will need to submit a new notarized letter with
the new Entity Administrator’s information designating them as the new Entity Administrator.

1. Complete the letter template found at the end of this guide and print. The following
conditions are required for the letter:

e Be on your entity’s letterhead. (If you do not have letterhead, enter your
entity’s legal business name and physical address at the top of the letter before
printing)

e The Entity Administrator’s Contact Information must be the same information
the individual used when creating their personal user account.

e The entity’s legal business name and physical address must exactly match the
information in the DUNS Database associated with your DUNS number.

e Be signed by your entity’s President, CEO, or other authorized representative
with signatory authority.

2. Have the singing authority sign the completed letter in the presence of a notary.
3. Mail the original completed, signed, and notarized letter within 60 days of submitting
your entity’s registration on SAM.gov to:

FEDERAL SERVICE DESK

ATTN: SAM.GOV REGISTRATION PROCESSING
460 INDUSTRIAL BLVD

LONDON, KY 40741-7285

4. This process only applies to new entity registrations. If you are renewing your SAM.gov
registration and are the current Entity Administrator: Log into SAM.gov, Click
“Register/Update Entity” and then “Complete Registrations”, verify/update any
information required, and click submit.
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Template 1 — Single Entity (located in the U.S. or its outlying areas)

Background

The System for Award Management (SAM) is a computer system accessed by the
Internet managed by the U.S. Government. Entities must have an active registration in
SAM to do business with the U.S. Government. An “entity” is the company, business, or
organization registering in SAM. Each entity is represented by a nine-digit unique entity
identifier, the Data Universal Numbering System (DUNS®) Number as issued by Dun &
Bradstreet.

Only individuals who are authorized to represent a particular entity, or individuals
representing themselves as an entity, may register an entity in SAM. Accessing or using
SAM, or information contained therein, for any unauthorized or illegal purposes, may
have civil and criminal penalties, and may negatively impact the status of the SAM
registration maintained for the entity.

Instructions to Entity

1. Single Entity. Use this template to formally appoint an Entity Administrator
for 1) a single, domestic entity located in the U.S. or its outlying areas, or 2) a
single, international entity that uses banking information from a U.S. financial
institution in their SAM entity registration.

2. Complete the template. Fill in the blanks. Enter the highlighted information
on the next two pages. Do not include this instruction page in your letter.

3. Print the letter on your entity’s letterhead. If you don’t have letterhead,
enter your entity’s legal business name and physical address at the top of the letter
before printing.

4. Sign the completed letter in the presence of the notary. Make sure
the person who signs the letter is someone with signatory authority, i.e. who can
make commitments on behalf of the entity like an executive, officer, partner, or
other authorized signatory. The notary will confirm the signatory’s identity in
accordance with your state’s notary procedures.

5. Mail the completed, signed, notarized letter. Your letter will be
reviewed for completeness upon receipt at the Federal Service Desk at:

FEDERAL SERVICE DESK

ATTN: SAM.GOV REGISTRATION PROCESSING
460 INDUSTRIAL BLVD

LONDON, KY 40741-7285

UNITED STATES OF AMERICA

If incomplete or incorrect, you will be contacted. Your registration will not be
activated until an approved letter is on file.

End of instructions. Complete the template that follows.


http://sam.gov/

[PRINT LETTER ON ENTITY LETTERHEAD]

[Insert Date]

FEDERAL SERVICE DESK

ATTN: SAM.GOV REGISTRATION PROCESSING
460 INDUSTRIAL BLVD

LONDON, KY 40741-7285

UNITED STATES OF AMERICA

SUBJECT: Information Required to Activate SAM Entity Registration

Purpose of Letter

The purpose of this letter is to formally appoint an Entity Administrator for the named
Entity and to attest to the accuracy of the information contained in the entity registration.

Designation of Entity Administrator

I, [Insert Name and Title of Signatory], the below signed individual, hereby confirm
that the appointed Entity Administrator is an authorized officer, agent, or representative
of the Entity. This letter authorizes the appointed Entity Administrator to manage the
Entity's registration record, its associated users, and their roles to the Entity, in the
System for Award Management (SAM).

Entity Covered by this Letter
DUNS® Number:

Legal Business Name:
Physical Address:

Entity Administrator Contact Information

Full Name:

Phone Number:

Email Address:

*The Entity Administrator must have an individual user account in SAM associated with
the email address listed.

Account Administration Preference (ONLY CHOOSE ONE)

You must choose ONE of the two following statements by checking the applicable box.
Remember, there is no cost to register in SAM -- it is free. However, if you choose to
have a third-party agent administer your SAM registration, with or without an associated
fee, you must check the Third-Party Agent Designation box below.

[ISelf-Administration Confirmation

For the purpose of registering with the United States Government through the online
System for Award Management (SAM), | do not authorize any third party to act on
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[PRINT LETTER ON ENTITY LETTERHEAD]

behalf of the Entity listed above. | have checked the Self-Administration Confirmation
box to indicate that the designated Entity Administrator is not a third-party agent.

[1Third-Party Agent Designation

For the purpose of registering with the United States Government through the online
System for Award Management (SAM), I do hereby authorize [insert full name, phone
number, address, and email address of the Third-Party Agent] (Designated Third-
Party Agent) to act on behalf of the Entity listed above. This authorization permits the
Designated Third-Party Agent to conduct all normal, common business functions within
SAM while binding the signatory to all actions conducted and representations made as a
result of authorization granted herein. I have checked the Third-Party Agent Designation
box and completed the above information to indicate that the designated Entity
Administrator is a third-party agent.

Attestation

I, the below-signed, attest to the following:

e All information contained in this letter is complete and accurate.

e The designated Entity Administrator listed above has an individual SAM User
Account created with the email address provided in this letter.

e The banking information provided for Electronic Funds Transfer on the Financial
Information Page in the SAM.gov registration for the Entity above is correct and
accurate.

Respectfully,

[Insert Full Name of Signatory]

[Insert Title of Signatory, e.g. Director of Contracting, Managing Partner, Vice
President for Research, etc.]

[Insert Email of Signatory]

[Insert Entity Legal Business Name]

[Insert Entity Physical Address]
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[PRINT LETTER ON ENTITY LETTERHEAD]

TO BE COMPLETED BY NOTARY
(in accordance with State notary requirements)

State of

County of

This instrument was acknowledged before me this day of (month),

(year), by (name of

officer or agent, title or officer or agent) of

(name of entity).

Personally Known
Produced Identification

Type of ID and Number on ID

(Seal)

Signature of Notary

Name of Notary
(Typed, Stamped or Printed)

Notary Public, State of
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