
5/21/2026

1

Where Government Contracting Starts

Anchorage: 907-786-7258 / Fairbanks: 907-450-8979
www.apexalaska.org / info@apexalaska.org

How to Renew Your 
SAM Profile

A comprehensive view of correctly creating and 
maintaining your active SAM entity profile.

Jody King, Associate Director 
Alaska APEX Accelerator

March 19, 2026

Where Government Contracting Starts
Discussion Topics

 Why SAM – what is it and why is it required?

 Profile updates

• Accessing your existing SAM registrations
• Updating your SAM profile (both active and inactive profiles)
• How to make changes to validated information (name, dba, & address)
• Registration Subsections
• Processing Failures

 Active registration – now what?

Disclaimer :

Since I used my SAM profile for this webinar, the business name 
in the screenshots show as “King, Jody L”.  

Your SAM profile will have your legal business name. 
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Where Government Contracting Starts

System for Award Management (SAM):

 All entities who will be receiving federal funds either through a contract and/or grant shall be 
registered in the System for Award Management (SAM) before an award can be executed or 
a payment processed for payment.

FAR 4.1100 Scope
This subpart prescribes policies and procedures for requiring contractor registration in the 
System for Award Management (SAM) to—

(a) Increase visibility of vendor sources (including their geographical locations) for specific supplies and 
services; and

(b) Establish a common source of vendor data for the Government.

FAR 4.1102 Policy
(a) Offerors and quoters are required to be registered in SAM at the time an offer or quotation is submitted in 

order to comply with the annual representations and certifications requirements …
(c) Contracting officers shall use the legal business name or "doing business as" name and physical address 

from the contractor's SAM registration for the provided unique entity identifier to identify the contractor in section 
A of the contract schedule, similar sections of non-uniform contract formats and agreements, and all 
corresponding forms and data exchanges. Contracting officers shall make no changes to the data retrieved from 
SAM.

Why SAM – Contract Award?

Where Government Contracting Starts
Renewing Your Profile

 Information needed to renew your entity profile in SAM:

 SAM username/password 

 Tax Identification Number (EIN or Social Security Number) (If Changing)

 Banking information: Bank Routing & Account numbers plus bank phone 
number (If Changing)

 NAICS Codes: https://www.census.gov/naics/ (If Adding additional codes)

 PSC Codes: https://support.outreachsystems.com/resources/tables/pscs/

 Gross receipts averaged over the last five years

 Average number of employees over a 24 month period

This information should 
be updated every year to 
determine size.
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Where Government Contracting Starts

 Determine who is the new Entity Administrator (EA)

 SAM username/password  Login.gov account information

• Valid email address!

 Creating an Entity Administrator Appointment Letter (EAAL)

 Complete & Notarize Entity Administrator Letter

https://www.fsd.gov/gsafsd_sp?id=gsafsd_kb_articles&sys_id=b22051b6875eda907fc785550cbb35f0

 Submit help ticket to FSD.gov requesting to associate UEI to new EA

 Make sure that the new EA has a SAM account before submitting incident ticket

Assigning a Entity Administrator

Where Government Contracting Starts
Getting Started – New Account

https://sam.gov
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Where Government Contracting Starts
Terms Acceptance

Where Government Contracting Starts
Updating Login.gov

Land line 
or 

alternate 
cell #



5/21/2026

5

Where Government Contracting Starts
Updating Login.gov

Login.gov Tips:

• To update/add access information go to login.gov website 
directly – do not start from SAM.gov

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

• If you no longer have access to the cell phone listed for 
receiving the code via text, you will have to delete the 
login.gov account.

Where Government Contracting Starts
Accessing Your SAM Profile

1.or or

jody@jody.net
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Where Government Contracting Starts
Updating the Entity Profile

123 Business Way
City State Zip
USA

#####Y

#########ADC

2.

Where Government Contracting Starts
Updating the Entity Profile

Process is the same for active or inactive profiles

#########ADC 123 Business Way
City State Zip
USA

3.

#########ADC 123 Business Way
City State Zip
USA

#####Y

4.
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Where Government Contracting Starts
Updating the Entity Profile

Process is the same for active or inactive profiles

5.

6.

#####Y
123 Business Way
City State Zip
USA

You cannot correct this listing here. You can only 
change the CAGE code. Updates will be completed 
by DLA as part of the validation process.

7.

Where Government Contracting Starts
Updating – Changes Needed

8.

123 Business Way
City State Zip
USA

#####Y

#########ADC

9.

123 Business Way
City State Zip
USA

Click the boxes where changes need to 
be made – next slide for examples.

Process for active or inactive 
profiles corrections needed
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Where Government Contracting Starts
Updating – Changes Needed

Process for active or inactive 
profiles corrections needed

9.

9a.

Number of items 
listed depends on 
how many boxes 
checked on previous 
screen

Where Government Contracting Starts
Updating – Changes Needed

Comments are 
IMPORTANT!

Simple, short sentences!

Add space between 
comments.

Keep it easy to read.

After clicking on “Submit” 
the next screen shows the 
creation of an incident 
ticket.

At this point you must wait 
for the EVS team to 
approve the validating 
documents before you can 
complete the full entity  
registration.
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Where Government Contracting Starts
Updating – Changes Needed

https://www.fsd.gov/gsafsd_sp

Now you must wait for the EVS team to 
complete the incident ticket and update your 
SAM information.

123 Business Way
City State Zip
USA

#########ADC

#####Y

Where Government Contracting Starts
Updating – No Changes

Process for active or inactive profiles with no corrections

8.

123 Business Way
City State Zip
USA

#####Y

#########ADC

9.

123 Business Way
City State Zip
USA

#####Y

#########ADC
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Where Government Contracting Starts
Entity Renewal – Start Here

#########ADC

10.

Optional Layout

Where Government Contracting Starts
Starting Your Update

#########ADC

Optional Layout

10.
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Where Government Contracting Starts
Business Information

Each “Card” is broken into three section:
• Instructions
• Questions  data entry
• Review

Where Government Contracting Starts
Business Information

123 Business Way
City State Zip
USA
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Where Government Contracting Starts
Business Information

123 Business Way
City State Zip USA

Where Government Contracting Starts
Taxpayer Information

It takes 5 weeks for a new EIN to populated all IRS 
databases!  New EIN numbers may fail IRS Validation.  
IRS updates databases weekly.
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Where Government Contracting Starts
Taxpayer Information

123 Business Way
City State Zip USA

The Taxpayer name does not need to match 
the Legal Business name. It must match the 
name on file with the IRS!

If using a SSN, use your personal name, not 
your Legal Business name.

Where Government Contracting Starts
Taxpayer Information
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Where Government Contracting Starts
Taxpayer Information 

One-time password email:

This email will be sent to the same email 
used to log into your SAM account.

Where Government Contracting Starts
Business Types
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Where Government Contracting Starts
Business Types

Error 
Msg

Where Government Contracting Starts
Business Types
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Where Government Contracting Starts
Business Types Review

Note:
The data shown in bold in this 
screenshot reflects my 
business information and is 
meant as an example.

Verify that you review 
information correctly reflects 
the information specific to 
your company profile.

Where Government Contracting Starts
Entity Relationships
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Where Government Contracting Starts
Entity Relationships0XXXX

Empire Consults Corp.

1XXXX

101 Mecca St Ste 202
City ST Zip, US

1XXXX

https://cage.dla.mil/
Need a CAGE Code?

0XXXX

King Consulting Family Inc.

101 Mecca St Ste 101
City ST Zip
United States

Where Government Contracting Starts
Entity Relationships
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Where Government Contracting Starts
Entity Relationships

Where Government Contracting Starts
Entity Relationships Review

Note:
The data shown in bold in this 
screenshot reflects my 
business information and is 
meant as an example.

Verify that you review 
information correctly reflects 
the information specific to 
your company profile.
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Where Government Contracting Starts
Financial Information

Where Government Contracting Starts
Financial Information

Bank 12N

Company Name
1 Mains St
City ST Zip US

Sole Proprietor Name
1 Mains St
City ST Zip US

Or

4 character designator that 
is added to the UEI number

Note: Do not change or close your bank account if you have an active contract until you talk 
to your Contracting Officer!  Bounced EFT transactions are returned to the paying agency and 
will not be reissued by the contracting agency. It is the Vendor’s responsibility to request a 
repayment of a bounced transaction!
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Where Government Contracting Starts
Financial Information

Where Government Contracting Starts
Financial Information Review

Note:
The data shown in bold in this 
screenshot reflects my 
business information and is 
meant as an example.

Verify that you review 
information correctly reflects 
the information specific to 
your company profile.
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Where Government Contracting Starts
Legal Proceedings

Where Government Contracting Starts
Legal Proceedings
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Where Government Contracting Starts
Legal Proceedings

Where Government Contracting Starts
Legal Proceedings Review

?

?

?

?

?
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Where Government Contracting Starts
Goods & Services

Where Government Contracting Starts
Goods & Services
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Where Government Contracting Starts
Goods & Services

Helpful websites: 

• US Census Bureau: https://www.census.gov/naics/

• Outreach Systems: https://support.outreachsystems.com/resources/tables/pscs/

• PSC Selection Tool: https://psctool.us/home

• Acquisition.gov Product & Service Manual: https://www.acquisition.gov/psc-manual

Where Government Contracting Starts
Goods & Services

13 CFR 121: 

§ 121.104 How does SBA calculate annual receipts? 

(a) Receipts means all revenue in whatever form received or accrued from 
whatever source …

(c)(1) Period of measurement … been in business for 5 or more completed 
fiscal years means the total receipts of the concern over its most recently 
completed 5 fiscal years divided by 5.

(2) been in business for less than 5 complete fiscal years means the total 
receipts for the period the concern has been in business divided by the 
number of weeks in business, multiplied by 52.

§ 121.106 How does SBA calculate number of employees?

(a) In determining a concern's number of employees, SBA counts all 
individuals employed on a full-time, part-time, or other basis. This includes 
employees obtained from a temporary employee agency, professional 
employee organization or leasing concern…

(b) Where the size standard is number of employees, the method for 
determining a concern's size includes the following principles: 
(1) The average number of employees of the concern is used (including 

the employees of its domestic and foreign affiliates) based upon 
numbers of employees for each of the pay periods for the preceding 
completed 24 calendar months.

(2) Part-time and temporary employees are counted the same as full-time 
employees. 

(3) If a concern has not been in business for 24 months, the average 
number of employees is used for each of the pay periods during which 
it has been in business.

https://www.ecfr.gov/current/title-13/chapter-I/part-121
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Where Government Contracting Starts
Goods & Services

Where Government Contracting Starts
Goods & Services Review

*No Architect or Engineer 
NAICS codes listed
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Where Government Contracting Starts
Goods & Services

Where Government Contracting Starts
Goods & Services Review

SF-330, Part II
*Triggered by listing 
Architect/Engineer 

NAICS codes
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Where Government Contracting Starts
Business Operations

Where Government Contracting Starts
Business Operations
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Where Government Contracting Starts
Business Operations

Where Government Contracting Starts
Business Operations Review

Note:
The data shown in bold in this 
screenshot reflects my 
business information and is 
meant as an example.

Verify that you review 
information correctly reflects 
the information specific to 
your company profile.
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Where Government Contracting Starts
Points of Contact

The Mandatory POC Sections are:

• Accounts Receivable POC

• Electronic Business POC

• Government Business POC

• Sole Proprietorship POC*

Where Government Contracting Starts
Points of Contact
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Where Government Contracting Starts
Points of Contact

Where Government Contracting Starts
Points of Contact Review

I didn’t the entire POC 
review section as it just 
repeats the information 
entered for each section.
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Where Government Contracting Starts
Financial Assistance Response

Where Government Contracting Starts
Financial Assistance Response
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Where Government Contracting Starts
Financial Assistance Response

Where Government Contracting Starts
Defense Response
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Where Government Contracting Starts
Defense Response

Where Government Contracting Starts
Defense Response
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Where Government Contracting Starts
Defense Response Review

Note:
The data shown in bold in this 
screenshot reflects my 
business information and is 
meant as an example.

Verify that you review 
information correctly reflects 
the information specific to 
your company profile.

Where Government Contracting Starts
Offer-Level Representation and Certifications



5/21/2026

35

Where Government Contracting Starts
Offer-Level Representation and Certifications

Where Government Contracting Starts
Offer-Level Representation and Certifications
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Where Government Contracting Starts
Offer-Level Representation and Certifications

Where Government Contracting Starts
Offer-Level Representation and Certifications
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Where Government Contracting Starts
Offer-Level Representation and Certifications

Where Government Contracting Starts
Offer-Level Representation and Certifications

Note:  The data shown in bold in this screenshot reflects my business information and 
is meant as an example.
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Where Government Contracting Starts
Review & Submit

Where Government Contracting Starts
Review & Submit

Note: I’ve not provided a screenshot of the entire final 
review – just the first and last sections.
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Where Government Contracting Starts
Review Reps & Certs

Where Government Contracting Starts
Review Reps & Certs
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Where Government Contracting Starts
Review Reps & Certs

Where Government Contracting Starts
Review Reps & Certs

#########ADC



5/21/2026

41

Where Government Contracting Starts
Confirmation of submitted registration

CONFIRMATION: Registration Submitted 
for KING JODY L / ***** / ***** in the U.S. 
Government's System for Award 
Management (SAM)

#########ADC

#####Y

123 Business Way
City State Zip
USA

123 Business Way
City State Zip
USA

#########ADC

#####Y

Where Government Contracting Starts

Jody King,

Your entity registration in the U.S. federal government's System for Award Management (SAM) passed the Internal Revenue Service (IRS) validation of your Taxpayer Identification Number (TIN) and 
Taxpayer Name, known as the IRS TIN Match process.

This is one step in the overall registration process. If you have not already done so, you must complete and submit your registration. It will then be sent to the Defense Logistics Agency (DLA) 
Commercial and Government Entity (CAGE) Code system for assignment or validation of your CAGE Code.

You can check your registration status at any time. You must be signed in to check your registration status.
1. Sign in to SAM.gov.
2. From any page, select “Check Entity Status” at the bottom of the page under the “Customer Service” section
3. On the “Check Entity Status” page, enter your Unique Entity ID or CAGE code
4. Select “Search” to quickly check your progress
5. Your registration status will be reflected under the “Entity Information” section

If your status is not “submitted”, you need to complete and submit your registration.

1. Go to the SAM.gov website and sign in
2. In your “Workspace”, select the “Entities” link
3. On the next page, locate or search for the “Work in Progress” entity you need to submit. Note: the registration status is displayed.
4. Select the action icon to the right that has three vertical dots
5. Select “Update” and complete the registration. Review every page in the registration to submit. Start at the beginning, review, or update the content as required, and select “Save” and 

“Continue” on each page. At the end, be sure to select “Submit”. You will see a confirmation message when you successfully submit your registration.

Remember, it is FREE to register in SAM.gov. Get free help at SAM.gov in the “Help” section and at the Federal Service Desk (FSD) where you will find SAM.gov user guides, quick start guides, helpful 
hints, videos, and frequently asked questions. If you are going through entity validation at SAM.gov for the first time and have questions, visit this list of FAQs.

In addition, if you are located in the U.S. and its outlying areas, you can get free support from your local APEX Accelerator (formerly known as PTAC), an official resource for government contracting 
assistance. Go to https://www.apexaccelerators.us to find your closest office.

Do not reply to this auto-generated email.

This email was sent from Production.

IRS Validation
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Where Government Contracting Starts
Active Registration – Now What?

 After your SAM.gov profile is active – go back and update your SBA Small Business Profile.   
There is a webinar recording “Supersize Your SBA Profile” posted on the Alaska APEX 
Accelerator Website under “on-demand training.”

 Your SAM profile must be updated yearly!  If you have a contract and your SAM profile 
expires, you will not be paid!  Payments are suspended until the profile has been activated.

 Beware third-party providers trying to sell you services.  If the say call and there is an 800 
telephone number – it isn’t government.  Also watch the email addresses.  Any emails that 
say your “profile is not complete” is also an email to ignore.

 SAM will send an email 60 days before your profile will expire.  Nowhere in the email does it 
say to call them.

 Make sure that all NAICS codes in solicitations that you wish to bid on have been added to 
your SAM profile.  It is the only way to verify you are a Small Business for the associated 
size standard for that NAICS code.

 Need help with your SAM or SBA SBS profile?  Call the Alaska APEX Accelerator team!

Where Government Contracting Starts
Program Introduction

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

• 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 APEX 
Accelerators across the US, Puerto Rico, & Guam

https://apexalaska.org/
https://www.napex.us/

https://www.apexaccelerators.us/#/
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Where Government Contracting Starts
Questions?

Alaska APEX Accelerator Staff Contact Information
Anchorage: Phone: 907-786-7258

Carolyn Pratt, Director capratt@alaska.edu 907-786-7259

Jody King, Assistant Director jlking8@alaska.edu 907-786-7270

Cal Hodgson, Contract Specialist II cchodgson@alaska.edu 907-786-7281

Jeannette Caswell, Contract Specialist jmcaswell2@alaska.edu 907-786-7239

Lynda Gregory, Program Specialist lmgregory@alaska.edu 907-786-7258

Fairbanks: Phone: 907-450-8979 

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

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

To request assistance, sign up here: https://akapex.ecenterdirect.com/signup?reset=1
How can the Alaska APEX 

help you?


