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• What Is SAM.gov, and Why Should I Care?

• Gaining Access to an Existing Entity

• Creating a New Entity (Obtaining the UEI)

• Entity Registration Walkthrough (New or Renewal)

• Registration Review Process

• Resources

2



What Is SAM.gov, and 
Why Should I Care?
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The System for Award Management (SAM.gov) is a federal government portal 

managed by the General Services Administration.  This portal can be used to:

• Register to do business with the U.S. Government

• Update, renew, or check the status of your entity’s registration

• Search for entity registrations and exclusion records

• An exclusion identifies a party excluded from receiving federal contracts, certain 

subcontracts, and certain types of federal financial and non-financial assistance and 

benefits.
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https://sam.gov/


SAM.gov: Passport to Federal Funds

• In 2022, the Unique Entity Identifier (UEI) assigned in SAM.gov replaced the DUNS 

number when dealing with federal funding or discount programs such as the Library 

Services and Technology Act (LSTA), E-rate, and FEMA disaster relief. Once assigned, 

the Unique Entity Identifier is permanent, but entity registration must be renewed on 

a yearly basis.  Entity registration provides direct deposit information, points of 

contact, and other details about an entity.

• Prime Recipients of federal funding receive deposits directly from the federal 

government using the information provided in entity registration.

• Subgrantees/Subawardees of federal funding receive grants from Prime Recipients 

such as an LSTA subgrant from a state library agency to an eligible public library.  

Most federal funding requires subgrantees to maintain entity registration, as well.
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FREE, FREE, FREE

Creating a SAM.gov account, 

obtaining a UEI, and registering an 

entity are ALWAYS FREE.  

However, many companies contact 

registered entities with scam-y 

messages about paying a 

‘processing fee’ for that company to 

handle registration on the entity’s 

behalf—usually $400 to $600!  If the 

reminder email isn’t from 

donotreply@sam.gov, ignore it.
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Free SAM.gov 
Account

To create, register, or search for entities, you must 

have an individual user account for SAM.gov which 

uses the federal Login.gov system.  

Users must choose at least 1 multi-factor 

authentication (MFA) method:

• Text or phone call

• Backup codes

• Face or touch unlock

• Authentication app

• Security Key

• Government Employee ID (PIV/CAC Card)

Backup codes—when 
used as the only MFA 
method—are the easiest 
way to lose access to 
your account.  Choose a 
2nd MFA method if you 
want to use backup 
codes.
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Gaining Access to an 
Existing Entity
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Workspace

Upon login, you’ll see 

the Workspace area of 

your account.  This page 

allows you to access 

entities which you have 

registered, create & 

register a new entity, or 

request access to an 

existing entity.
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Requesting a Role with an 
Existing Registered Entity

In the Request a Role section at the bottom of the 
Workspace page, select the option for Entity 
Registration: Data Entry.  Check the verification, click on 
Request Role, and then complete the Request Details.  
The entity’s account administrator will receive the request 
for approval.
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Note: You cannot request a role for an entity that has only ID Assigned.



Entity Administrator Appointment Letter

If no staff has access to the library’s existing entity registration (active or inactive), then someone must 

submit a notarized Entity Administrator Appointment Letter to the Federal Service Desk which provides 

support for SAM.gov. [Note: After registration is inactive for 2 years, all administrators are removed.]

• Create an individual SAM.gov user account under a work email

• From the FAQ page on entity administrators, access Template 1 for Single Entities.

• Copy pages 2-3 of the template onto library letterhead and complete all fields except the signature and 

notarization.  Important:

• Enter the UEI, Entity Name, and Physical Address exactly as it appears in SAM.gov

• Make sure the administrator’s name is exactly the same on the SAM.gov account and on the letter

• Print the letter, sign it, have it notarized, and scan it to PDF

• Follow Step 4 on the FAQ page to submit the letter to the Federal Service Desk
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Processing Time: 
3-5 business days

https://www.fsd.gov/gsafsd_sp/en/entity-registration-how-can-i-become-the-administrator-for-my-non-federal?sys_kb_id=744268841bab72901b7ea828624bcb70&id=kb_article_view&sysparm_rank=4&sysparm_tsqueryId=781f6a21936807903a14981d48373c7e
https://www.fsd.gov/gsafsd_sp


Creating a New Entity 
(Obtaining the UEI)
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Disclaimer #1

The SAM.gov process for requesting a 

Unique Entity Identifier (UEI) changes 

CONSTANTLY.  The screen caps on the 

following pages were made in early May 

2026.  
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Disclaimer #2

The SAM.gov portal is somewhat 

prone to technical issues.  Don’t be 

surprised if you receive error notices 

that prevent you from completing a 

task that day; you’ll likely have to try 

again another day.  
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Add New Entity

To start the process of 
creating a new entity, 
go to the Add New 
Entity button on the 
Workspace page.  

The What do I need for 
registration? link goes 
to 
https://sam.gov/entity-
registration 

Also see the Entity 
Registration Checklist 
starting with page 12.
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https://sam.gov/entity-registration
https://sam.gov/entity-registration
https://sam.gov/entity-registration
https://sam.gov/sites/default/files/2024-11/entity-checklist.pdf
https://sam.gov/sites/default/files/2024-11/entity-checklist.pdf


Welcome

Click on the 
Create New 
Entity button.
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What is your goal?

Under What is your goal?, select 
that I want to do 
business…Directly with the U.S. 
federal government.  Then 
select the intention to Apply for 
federal financial assistance.
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Who required your entity 
to be in SAM.gov?

Under Who required your entity to 
be in SAM.gov?, you can select 
options such as:
• Federal government – 027 – 

FEDERAL COMMUNICATIONS 
COMMISSION; or 

• U.S. state or territory 
government or office – select 
your state
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Choose an Option

The system should recommend the 
best option: Financial Assistance.  
This is the correct choice for 
libraries that need entity 
registration for E-rate, LSTA, etc.  

DO NOT select All Awards—this 
means you’re applying to be a 
federal contractor and will face 
more numerous and more difficult 
questions.  Choosing All Awards is 
the #1 mistake libraries make on 
registration.
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Are you registering a government entity?

For this presentation, 
we are going to 
register a government 
entity because most 
public libraries fall 
under this 
designation.
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Select your entity type

The majority of library registrations will 
go under U.S. Local Government.  The 
definition:
• Any unit of government within a state, 

including a county; borough; 
municipality; city; town; township; 
parish; local public authority, 
including any public housing agency 
under the United States Housing Act 
of 1937; special district; school 
district; intrastate district; council of 
governments, whether or not 
incorporated as a nonprofit 
corporation under State law; and any 
other agency or instrumentality of a 
multi-, regional, or intrastate or local 
government
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You will be registering 
the following:

Confirmation page will 
show the Entity Type 
and Purpose of 
Registration
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Business Information

The Business 
Information page 
indicates that you’ll 
need official 
documentation to 
complete registration:
• Entity Validation 

Document 
Requirements

• Alt version: Can I Use 
this Document for 
Entity Validation? 
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https://www.fsd.gov/gsafsd_sp/en/entity-registration-what-documentation-can-i-use-to-validate-my-entity?id=kb_article_view&sysparm_article=KB0055230
https://www.fsd.gov/gsafsd_sp/en/entity-registration-what-documentation-can-i-use-to-validate-my-entity?id=kb_article_view&sysparm_article=KB0055230
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https://www.fsd.gov/sys_attachment.do?sys_id=b35bec8e8743f9105babba69cebb3520
https://www.fsd.gov/sys_attachment.do?sys_id=b35bec8e8743f9105babba69cebb3520
https://www.fsd.gov/sys_attachment.do?sys_id=b35bec8e8743f9105babba69cebb3520


Entity Search

For the Entity Search, 
enter the library’s 
name and physical 
address.  If you don’t 
get a useful result, try 
the mailing address (if 
different), past 
addresses, or prior 
library names.
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Review Search Results

If possible, select the option that 
best matches your library’s name 
and address, even if some of the 
details are wrong.  

You can submit documentation 
to fix the name and address, but 
this means waiting 1-3 days 
while a customer service case 
(incident) is processed.

If there’s not a good result, you 
can then request that SAM.gov 
create an entry for your library.  
You’ll be prompted to upload 
documentation.
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Confirm Entity Details

On the Confirm Entity 
Details page, indicate 
whether or not changes 
to the Legal Business 
Name, Doing Business 
As name, or Physical 
Address need to be 
made.

26



Mailing Address

Enter the Mailing Address 
or indicate that it’s the 
same as the Physical 
Address.

27



Add Incorporation Details

Enter the entity start date 
that matches your 
documentation, often the 
start of the library district 
or taxing district.

The Fiscal Year End Date 
is likely June 30th.

Enter the State of 
Incorporation.
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Document Upload
Upload a document that can 
validate your Legal Business Name 
and Start Year—both must be in the 
same document.
• Entity Validation Document 

Requirements
• Alt version: Can I Use this 

Document for Entity Validation? 
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Business Information Review

Double-check your entity’s information 

before submitting documentation to 

SAM.gov.

SAM.gov may take 1-3 business days 

to review the documentation 

submitted and then, if satisfied, assign 

the library’s Unique Entity Identifier 

(UEI).  After the UEI is assigned, you 

can proceed with entity registration.
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Entity Registration 
Walkthrough 

(New or Renewal)
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The screen caps in this section 
were taken from a video 
recorded in mid-April 2026.
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Starting from Workspace

On the Workspace 
page under Entity 
Information (green 
oval), click on the 
circle for the section 
that contains your 
library’s entity:
• Active Registration
• ID Assigned – UEI 

is assigned but 
registration has 
never been 
completed

• Inactive 
Registration.
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Update Active Registration

In the row with 
the library’s 
name, click on 
Update.
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Relationship to Entity

On the Enter Relationship 
to Entity page, library staff 
or board members will 
indicate that they are an 
employee or officer of the 
entity and check the 
certification that they are 
authorized to conduct 
transactions on behalf of 
the entity.
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What would you like to update?

Most libraries will select the 
option to update/renew the 
entire Entity Registration, but it 
is possible to update only the 
Points of Contact while 
maintaining the same 
registration expiration.
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Choose an Option

Libraries should select the option 
for Financial Assistance. 

Remember: All Awards is the more 
difficult registration path for entities 
that want to be federal contractors.
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Confirm CAGE Code
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The first time an entity is 
registered, a Commercial 
and Government Entity 
(CAGE) Code is assigned 
by the Defense Logistics 
Agency.  The system will 
find your CAGE Code 
automatically if you’re 
renewing registration.



Entity Type and Purpose of Registration
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The system will 
confirm the Entity 
Type and Purpose of 
Registration you 
have selected.



Review Current Registration Information
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Most of the time, the system will 
keep the same entity name and 
address from the last 
registration.  Select the 1st circle 
if the information is correct.

However, occasionally the 
system tries to force a name or 
address change that may be 
incorrect.  If so, select the 2nd 
circle, and then provide 
documentation.  Note that it will 
take 1-3 business days for 
SAM.gov to process this 
request before you can 
continue registration.



Continue Registration & Public Search
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If all information is correct, 
Continue Registration.  You’ll be 
asked to confirm that your entity 
registration information will be 
publicly searchable.  Note that 
SAM.gov discontinued the ability to 
opt out of public search.



Start Here
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Under Business 
Information, 
click on the 
Start button to 
begin the 
registration 
process.  
Almost all 
answers from 
the last 
registration will 
auto-populate 
except for the 
Financial 
Assistance 
Response.



Business Information
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You’ll click on a Start 
button for each of the 
sections listed down 
the left side of the 
page:
• Business Information
• Taxpayer Information
• Business Types
• Financial Information
• Legal Proceedings
• Points of Contact
• Financial Assistance 

Response



Entity Name
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The fields on the 
Entity Name page 
are optional for 
website URL, 
Division Name, and 
Division Number.



Entity Addresses
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Enter the 
mailing address 
or indicate that 
it’s the same as 
the physical 
address.



Entity Dates and Incorporation Details
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Enter the Start Date 
for the entity, as well 
as the Fiscal Year close 
date.



Business Information Review
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Every section of 
the Registration 
will have a review 
page at the end 
(except for 
Financial 
Assistance 
Response).



Taxpayer Information
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Start the 
Taxpayer 
Information 
page.



Taxpayer Identification Number (TIN) 
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Enter the library’s 
Employer 
Identification 
Number (EIN) and 
the most recent 
completed tax 
year—even if your 
library doesn’t file 
taxes.



Taxpayer Name and Address

50

Enter the Taxpayer Name exactly the 
way the IRS has listed it for your EIN—
even if your SAM.gov entity has a 
slightly different name.  Also use the 
exact address the IRS has on file 
which could be the physical or 
mailing address.  

If you don’t have the original letter where 
the EIN was assigned:
Call the IRS at 1-800-829-4933 to speak 
to a representative of the Business and 
Specialty Tax Line. Request an EIN 
replacement letter (147c letter). Be 
prepared to provide your EIN, business 
name, address, and other verification 
details.  The letter can be faxed or mailed.



IRS Verification
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On the IRS Verification page, 
enter the name and title of the 
Individual Executing Consent 
to disclose the EIN to the 
officers and employees of 
SAM.gov, other federal 
government procurement 
officials, and government 
personnel performing 
managerial review & oversight 
for government business 
activities.



Taxpayer Information Review
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On the Taxpayer Information 
Review page, click on 
Submit to IRS.  You’ll be 
prompted to enter a one-
time code sent via email.



Business Types

53

On the Business Types 
page, click on Start.



Optional Business Category
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Business Categories are optional, 
but one of the Local Government 
Level options may be relevant to 
your library.



Business Types Review
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One of the many 
(unnecessary) 
review pages.



Financial Information
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Start on the Financial 
Information section 
where you will 
provide the library’s 
direct deposit 
information.



Accepts Credit Cards
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Answer whether 
your library accepts 
credit cards.  Your 
answer doesn’t 
affect subsequent 
questions.



Payment Information
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Carefully enter your library’s 
direct deposit information, 
including the phone number 
for the bank (not your library).  
You’ll also re-enter the library’s 
name and mailing address in 
the event that a direct deposit 
cannot be made (hint: this info 
will never be used).

What is an EFT # (EFT Indicator)?
By default, the first bank account you 
enter will be assigned EFT #: 0000.  
If you have multiple accounts for 
direct deposit, you will assign 4-digit 
EFT #’s to differentiate them.  Note 
that direct deposits will go to the 
#0000 account unless you tell the 
granting agency a different EFT #.



Executive Compensation
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Your library will 
almost certainly 
answer No to 
Executive 
Compensation 
because you will 
not have received 
$25 million or 
more in federal 
funds in the 
preceding fiscal 
year.



Financial Information Review
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A review page, of course.



Legal Proceedings
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Start on the Legal 
Proceedings page.

From the Instructions: 
If your entity has active 
federal contracts or 
grants totaling $10 
million or more, you are 
required to report any 
proceedings filed 
against your organization 
or its principal in the past 
5 years.



Proceedings
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Most libraries will answer 
No to the Proceedings 
question because they 
have less than $10 million 
in active federal contracts 
and grants.

For further reading:
• https://www.acquisition.go

v/far/52.209-7
• https://www.acquisition.go

v/far/52.209-9 
• https://www.ecfr.gov/curre

nt/title-2/subtitle-
A/chapter-II/part-
200#Appendix-XII-to-Part-
200 

https://www.acquisition.gov/far/52.209-7
https://www.acquisition.gov/far/52.209-7
https://www.acquisition.gov/far/52.209-7
https://www.acquisition.gov/far/52.209-7
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https://www.acquisition.gov/far/52.209-9
https://www.acquisition.gov/far/52.209-9
https://www.acquisition.gov/far/52.209-9
https://www.acquisition.gov/far/52.209-9
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Legal Proceedings Review
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SURPRISE!  Just 
kidding, it’s another 
review page.



Points of Contact

64

Your library will provide 3 Points of 
Contact (POC):
• Accounts Receivable POC

• This person is responsible for 
creating the billing statement and 
all billing issues.

• Electronic Business POC
• This person is responsible for 

authorizing individual personnel 
access into Federal Government 
electronic business systems [e.g., 
Electronic Document Access (EDA), 
Wide Area Workflow (WAWF)].

• Government Business POC
• This person is responsible for the 

entity's marketing and sales with 
the Federal government. 
Government representatives, such 
as those from the Commercial and 
Government Entity (CAGE) Office, 
will contact this POC with any 
questions about the entity's 
registration in SAM.

https://www.fsd.gov/gsafsd_sp/en/entity-registration-what-points-of-contact-are-available-in-entity?sys_kb_id=f646e0c41beb72901b7ea828624bcb95&id=kb_article_view&sysparm_rank=4&sysparm_tsqueryId=1b2d61ad93f043543a14981d48373cc9
https://www.fsd.gov/gsafsd_sp/en/entity-registration-what-points-of-contact-are-available-in-entity?sys_kb_id=f646e0c41beb72901b7ea828624bcb95&id=kb_article_view&sysparm_rank=4&sysparm_tsqueryId=1b2d61ad93f043543a14981d48373cc9


Mandatory POCs
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Complete the 3 required Points 
of Contact.  Often the library 
director is listed for all 3 roles.

Note that the system shows 
example entries in gray that 
make it look like the person’s 
middle initial is B, title is CEO, 
etc.  If you don’t enter 
something, those fields will be 
blank on the review page.



Optional POCs
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If needed (unlikely), enter 
Optional POCs including:
• Past Performance POC
• Past Performance Alternate 

POC
• Electronic Business 

Alternate POC
• Government Business 

Alternate POC

For definitions, see this FAQ 
entry on responsibilities for 
Points of Contact.

https://www.fsd.gov/gsafsd_sp/en/entity-registration-what-points-of-contact-are-available-in-entity?sys_kb_id=f646e0c41beb72901b7ea828624bcb95&id=kb_article_view&sysparm_rank=4&sysparm_tsqueryId=1b2d61ad93f043543a14981d48373cc9
https://www.fsd.gov/gsafsd_sp/en/entity-registration-what-points-of-contact-are-available-in-entity?sys_kb_id=f646e0c41beb72901b7ea828624bcb95&id=kb_article_view&sysparm_rank=4&sysparm_tsqueryId=1b2d61ad93f043543a14981d48373cc9
https://www.fsd.gov/gsafsd_sp/en/entity-registration-what-points-of-contact-are-available-in-entity?sys_kb_id=f646e0c41beb72901b7ea828624bcb95&id=kb_article_view&sysparm_rank=4&sysparm_tsqueryId=1b2d61ad93f043543a14981d48373cc9


Points of Contact Review

67

A review page, of 
course.



Financial Assistance Response
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Start the Financial 
Assistance 
Response section. 

Note that the 
system may not 
have saved your 
response from the 
last registration.



Federal Funding
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Any library completing 
SAM.gov registration should 
answer Yes to federal financial 
assistance and check that they 
have read the Certifications 
and Representations.

To see the full list of Certifications 
and Representations, see 
Appendix I on page 16 of the 
Entity Registration Checklist.  If 
your library has received an LSTA 
subgrant from a state library 
agency, you’ve probably agreed 
to these before.

https://sam.gov/sites/default/files/2024-11/entity-checklist.pdf


Review & Submit

70

Click on Start to 
review the entire 
registration before 
you submit it.



Review Entity Data
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The 1st review page 
will include all the 
registration details 
except for the 
Federal Financial 
Assistance section.



Review Representations and Certifications
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Not to be left out, you 
finally review the 
Financial Assistance 
Response section.



Submit Registration
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When you 
Submit the 
registration, 
you’ll be 
prompted to 
get another 
one-time code 
via email.



Entity Registration Submitted
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Your entity registration has 
been submitted for review, 
and you’ll receive an email 
confirmation.



Registration Review 
Process
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Step 1: IRS TIN/EIN Validation
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In the 1st step of 
registration review, 
the IRS will approve 
or reject the 
Taxpayer 
Information (library 
name and address) 
associated with the 
library’s EIN.  

This step usually 
occurs 1.5-3 days 
after registration is 
submitted.



Step 2: CAGE Code Review (Not every time)
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The 1st time your 
library submits 
registration, you will 
be selected for CAGE 
Code review by the 
Defense Logistics 
Agency.  You may also 
be reviewed for 
renewals.  These email 
notices will come from 
cagereview@dla.mil. 

This step usually adds 
1-1.5 weeks to the 
review process.

See tips on next slide.

mailto:cagereview@dla.mil


CAGE Code Review Tips

See an example copy of a CAGE Code Review Email.

• The review is comprised of 3 major sections:

• Legal Business Name Documentation Required

• Pick documentation to attach for appropriate option: INC/CORP/COMPANY/LTD/LLP/LLC, 

FIRST/LAST NAME SOLE PROPRIETORS, or OTHER

• Similar Company Names

• Answer basic questions about your relationship, if any, to companies with similar names, as well as 

details about your library’s location

• Rare: also provide a utility bill

• Point of Contact (POC) Verification

• Confirm the contact name and details for the Point(s) of Contact
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https://acrobat.adobe.com/id/urn:aaid:sc:VA6C2:d5cf3b5c-bb7d-4936-bd38-65c941f197b7


Step 3: Registration Activated Email
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Note that, 
however many 
days it takes for 
SAM.gov to 
approve the 
registration, its 
start date is the 
day you 
submitted the 
registration.



Resources
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Resources

• Federal Service Desk

• https://www.fsd.gov/gsafsd_sp 

• The Create an Incident (customer service case) button is inconveniently located at the bottom of the 

page.

• Start a live chat with an option to talk to a live agent

• The old direct phone # has been disconnected—everything now goes through the website.

• SAM.gov Help Center

• https://sam.gov/help 

• USAC SAM.gov UEI Requirement webpage

• https://www.usac.org/about/sam-gov-uei-requirement/ 
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Kentucky libraries can contact:

Lauren Abner
State E-rate Coordinator
Kentucky Dept. for Libraries & Archives
lauren.abner@ky.gov
(502) 564-1728
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The creation of this training was supported in 
part by Grants to States funding from the 
Institute of Museum and Library Services.

Libraries outside Kentucky: Please 
contact your State E-rate Coordinator for 
assistance with SAM.gov.  The ALA 
website has a directory: 
https://www.ala.org/advocacy/e-rate-
state-coordinators 
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