APPENDIX A

Registration in SAM.gov

The System for Award Management (SAM) is a Federal Government system managed by the U.S. General
Services Administration that is “FOR OFFICIAL USE ONLY”.

CDBG applicants (cities or counties) AND other recipients of CDBG funds such as Contractors and Professional
Service Providers must register in SAM to be eligible to receive CDBG funds.

Only individuals who are authorized to represent a particular entity, or individuals representing themselves as

an entity, may register an entity in SAM. https://sam.gov/content/home

Follow these steps for registering for a Unique Entity ID (UEI) for SAM.Gov for non-Federal agencies in the System

of Award Management website.
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If your organization had a registration in SAM.GOV already, active or inactive, you are all set. Your UEI was already

assigned.
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You can sign-in to SAM.GOV and locate your entity registration in the organization workspace, or in an entity search.
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If you do not have a registration in SAM.GOV, you first need to create an account. You need the following information:
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If you do not have a SAM.GOV account, it’s easy to set one up. Select “Sign In” from the upper right hand corner of the

browser page, and accept the terms
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Follow the on screen instructions.



To login, you will use your email and password created in the last step, and submit those to the system on the login screen.
SAM.GOV utilizes a two-factor authentication system, and so when a login attempt is made, a code will be sent to the
phone number you registered with by text:
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You will need to enter this code into the secondary login screen in SAM.GOV. When complete, you will be navigated to your
workspace:
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On the Entity Management Widget, select the “Get Started” button to begin the request for your UEI for your entity:
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An entity registration allows you to bid on contracts and apply for federal assistance. As part of entity
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You must renew your registration every 365 days for it to remain active.
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This page offers two options, to get a UEI only; or start an entity registration that allows your organization the active status
needed to bid on and receive federally funded jobs. You do not need to register your entity to get a UEI.

During registration, you have the opportunity to restrict the public access from viewing your entity information. Do NOT do
this! Ensure your entity is registered publicly so that verification can be made by our office for any awards you are eligible
for. If you uncheck this box, then only you and the federal government can view your information.
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If you choose to restrict your information, it will not be visible to other non-federal
entities or state and local governments who may wish to do business with you.
However, your non-sensitive entity information remains available to federal
government users. Learn more about SAM.gov public search results.
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To continue the registration process, you are required to complete the Core Data entry:



Entity Registration - Core Data
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When logged in, find the Entity you want to register by clicking the Entities link on the main workspace widget:
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Entity Registration - Core Data
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U.S. REGISTRANTS:

© Entity Details:
Legal Business Name
Physical Address
Date of Incorporation (if applicable)
State of Incorporation (if
applicable)

@ Taxpayer Information:
Taxpayer Identification Number
(TIN)
Taxpayer Name
Review your tax documents from
the IRS (such as a 1099 or W-2 form)
to find your Taxpayer information.

© Banking Information:
Routing Number
Account Number

INTERNATIONAL REGISTRANTS:

© Entity Details:
Legal Business Name
Physical Address

© Taxpayer Information:
Taxpayer Identification Number
(TIN)
Taxpayer Name
Review your tax documents from
the IRS (such as a 1099 or W-2 form)
to find your Taxpayer information.

© Banking Information:
Routing Number
Account Number
Account Type - checking or savings,
to set up Electronic Funds Transfer
(EFT).

Review the information you will be required to provide in order to register
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You have the following steps left to complete:

Assertions
Representations and Certiications

Points of Contact




Then continue your registration. This page shows the ‘sections’ that need to be completed. Select “Continue”.
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The next page that displays is the Business Information Page. The fields with the red asterisk are required. This page also
requires a Marketing Partner ID Number(MPIN) to be created. Be sure to remember it, you WILL need it later and will also
be used in other authorized partner applications

Register Entity
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Entty URL:

Congressional District:
Create MPIN: *

Read through and complete the required and applicable fields on all the remaining pages reflected on the index on the left
side. Continue to save and complete forms until you have provided all the information required. READ CAREFULLY!
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The next section, “Assertions” is the information needed in order to bid on and receive federal contracts. It is the second
section out of the 5 that needs to be completed.

Assertions




After completing all the components, you can sign back in anytime to check on the progress of your registration, renew
your registration or update information.
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If needed, you can check your registration status within the “Register your Entity” Tile.

There is additional information available after you search for your registration status and find it had been stalled using the
“More About” widget.
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To renew a registered entity, login and find the entity that needs to be renewed. Use the side ellipsis (three vertical dots)
next to the record and click “Update” to begin the registration renewal process.
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For additional assistance regarding SAM.gov registration

The Governor’s Office of Economic Opportunity has a dedicated team of specialists who can help entites register
and maintain their staues in the federal SAM.gov database. For additional assistance, please visit their website
at https://business.utah.gov/apex/ or call 801-538-8630
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