SAM Administration Tips
for Tribal Government

Maintaining an active SAM registration

Jody King, Contract Specialist I, Alaska APEX Accelerator

Susan Conbere, Project Officer/Tribal Coordinator
Tribal Trust and Assistance Branch, U.S. EPA, Region 10

February 15, 2024

Anchorage: 907-786-7258 / Fairbanks: 907-456-7830

www.apexalaska.org / info@apexalaska.org




Program Introduction

Now Alaska APEX Accelerator!

Formerly Alaska PTAC

Free assistance with all aspects of government contracting,
from cradle to grave (start to finish) for federal, state and
local purchasing activity

Free one-on-one appointments

Free workshops (Special events and extended training
session may have registration fees)

The Alaska APEX is one of 96+ other PTACs across the
US, Puerto Rico, & Guam
https://apexalaska.org/

https://www.aptac-us.orqg/
https://www.apexaccelerators.us/#/

The Alaska PTAC is a program of the UAA Business Enterprise
Institute and funded in part through a cooperative agreement with
the Department of Defense Office of Small Business Programs




Discussion Topics

Why SAM — what is it and why is it required?

Getting started:

« Establishing an Entity Administrator (EA)

« Assigning roles & responsibility to create continuity
Updating Login.gov

Entity Validation System (EVS):

* Legal Name & dba (if applicable,) Start Date, & Physical Address
o Accepted documents
o Establishing or updating physical address
o Potential validation fail points

Using the Federal Services Desk website
Requesting / Assigning Roles in SAM.gov
Updating your SAM profile




Why SAM — Grants & Assistance

System for Award Management (SAM):

+ Prior to applying for any funding opportunity,
prospective applicants must first register with
SAM.gov. An active SAM registration is required to
both do business with the federal government and
to apply for funding opportunities. You must have
an active entity registration to be eligible to receive
contract awards or payments, submit assistance
award applications via Grants.gov or receive
certain payments from some federal government
agencies.

0

» The Federal Government-wide policy at 2 CFR
Part 25 (Universal Identifier and System for Award
Management) states that an “agency may not
make an award to an entity until the entity has
complied with the requirements ... to provide a
valid unique entity identifier and maintain an active

SAM registration with current information.”
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-I/part-25




Entity Administrator (EA)

% Entity Administrator (EA) access to SAM profile:
v" SAM username/password < Login.gov account information
+ Valid email address!
*  Phone number used to receive the one-time code for login.gov .

“ Replacing an Entity Administrator (EA) .
v" Complete & Notarize Entity Administrator Letter

v Submit help ticket to FSD.gov requesting to associate UEI to new EA
v Make sure that the new EA has a SAM account before submitting incident ticket

< Assign roles & responsibility to create continuity
v Personal email addresses vs. position email addresses
v" Assign roles in SAM to have secondary access points
v" Developing duty descriptions along with SAM access information for new staff



Getting Started

-

https://sam.gov




Terms Acceptance



Agree to Updated Terms of Use

EA email address



SAM Workspace
]



Requesting Roles in SAM

To assign roles after completing registration, click on “Workspace” then
“Profile” then My Roles. You might need to assign yourself as the Entity
LR Administrator for your SAM.gov profile.



Updating Login.gov

Login.gov Tips:
« Start from the website that you want to access

» Update/add access information at the main
login.gov website

* If you no longer have access to the email used
for login.gov — you will have to delete the
account



Registering a New Entity

-To start your entity registration from your Workspace — click “Get Started”




Updating Your Entity

1. To update your entity registration from your Workspace — click in the correct bubble as
shown below:
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Updating Your Entity




Updating an Entity
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Process is the same for active or inactive profiles »[ ]




Updating an Active Entity
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Process is the same for active or inactive profiles




Updating an Active Entity

Federal Assistance Awards Only

Process for active profiles when all

information is correct » [ ]




Changing Entity Details

C Note: Select 15t bubble if all is good, or

Select 2" bubble if you need to make changes

l Process for active profiles




Changing Entity Details

Click the boxes

where changes are
needed ‘

Process when updating Legal Name, Doing Business
As or Physical Address is the same for both active and
inactive profiles



Updating an Inactive Entity
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Process for inactive profiles (same as active) »[ ]




Updating an Inactive Entity
=
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Updating an Inactive Entity




Entering Entity Information

»

% Legal Business Name
* Federally Recognized Tribal Name

https://www.bia.gov/service/tribal-leaders-directory/federally-
recognized-tribes

% Doing Business As (dba) < Traditional council name

% Physical Address
* Must have proof of physical Address

¢ Must match USPS database

« Cannot be:
o PO Box or a mix of physical address and PO Box

o Commercial Mail Facility (FedEx, UPS, Mail
Cache, etc.)

o Virtual Office
* Can be residential or commercial location



Updating an Inactive Entity
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Process for inactive profiles




Updating an Inactive Entity
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Always provide details and be sure to add:

» We are a tribal government

» We do not have door-to-door mail delivery so
all documentation has a PO Box as well as a

physical address

* List the documents that you've added and
explain why you’ve added them

* Keep the sentences short and separate into
paragraphs to be easily read!

Updating an Inactive Entity

You must have
documents that
validates all 4
boxes

Articles of incorporation/organization

Articles of formation or company bylaws

Bank statements

Certified or validated tax returns or filings

“Doing business as” documentation

Employer Identification Number or tax ID documentation from IRS
Non-expired driver’s license-sole proprietors and individuals doing-business-as only
Operating Agreements

Share certificates

Stock Ownership

Utility bills

Other document



Validate Your Entity

Click on blurry image to
access this document

https://www.fsd.gov/gsafsd sp?id=kb article v
iew&sysparm_article=KB0055230&sys kb id=
4c37ff941b77811406b09796bc4bcbda&spa=1




Validation Documents



Creating an Incident Ticket




https://www.fsd.gov/gsafsd sp




Past your comments from the
document validation screen here

Or, if needed add additional
comments if the help ticket has
NOT been resolved (still open)

*********

FSD.gov



Adding documents in SAM

Submitted incident ticket — now what?

“» Wait for response from GSA
« Watch for email either stating entity has been entered or additional information is needed.

% Any additional documents must be uploaded from SAM.gov using the same incident ticket.
» Go back to workspace
« Click on “Pending ID Assignment”
* Click on “Open Cases”

« Click on the + sign next to the incident
ticket

* Click on “Review Documents”
This will expand the original document

* Go through the same process to select
the document type, check needed
boxes to select what the document is
validating, add comments, and then
submit document

+ Go back to FSD.gov site and add comments



Submitted incident ticket — now what?

% Once you receive the email stating that the entity
has been added (or information corrected) follow
the directions to continue with the entity
registration.

“ If you follow the steps and are not able to
complete the registration for reasons such as:
- Entity is not available on selection list

* Entity is on selection list; however, the data is
not showing corrections (wrong address, etc.)

* Only part of the information has been
corrected — for example legal name fixed but
still has old address

* Are required to validate documents which
creates a new incident ticket

Then contact Alaska APEX Accelerator for
assistance.

Next Steps

4 D

\ Sample EVS email response J




Core Data — Continue Update/Renewal

Validation goall

»



Validation & Registration Hurdles

% Log into SAM and have all zeros under Entities

» UEI no longer associated with username (email)
+ Used wrong email address
+ System data is not available — system error

% Can’t access existing SAM profiles

+  EA/POC no longer at company
« Can no longer use original email associated with SAM account

+» Name Validation issues

*  Name entered into Secretary of State database incorrectly
«  Name misspelled in SAM entity listing

* No active business license

+» Address Validation issues

* Old address on entity documents or business license
* Physical address doesn’t exist in USPS database or might not have a physical address
« Lacking valid documents to prove physical address

% Unable to verify entity start date



Questions?

Alaska APEX Accelerator Staff Contact Information

Anchorage: Phone: 907-786-7258

Carolyn Pratt, Program Manager capratt@alaska.edu 907-786-7259
Jody King, Contract Specialist Il lIking8@alaska.edu 907-786-7270
Lynda Gregory, Program Specialist Imgregory@alaska.edu 907-786-7258

Fairbanks: Phone: 907-456-7288

Pierre Thompson, Center Director/Contract Specialist pdthompson@alaska.edu

Kristen Sullivan, Program Assistant khsullivan@alaska.edu

General email: info@apexalaska.org Website: hitps://alaskapex.org

How can the Alaska APEX
To request assistance, sign up here: https://akptac.ecenterdirect.com/signup help you?




