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Where Government Contracting Starts

Alaska (State-Wide): 907-786-7258
www.apexalaska.org / info@apexalaska.org

How to Register & 
Maintain Your 
SAM Profile

Tips for creating & maintaining an active SAM 
registration
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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 War (DoW), Office of Industrial Base Growth.

• 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/#/

Where Government Contracting Starts
Discussion Topics

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

 Gathering Necessary Registration Information

 Validation Documents
• Legal name defined
• Establishing the correct address

 Starting a new entity registration
• Creating an account vs. entity registration
• Login.gov

 Managing Incident tickets – Introducing FSD.gov

 Validation & Registration Hurdles
• Changing the Entity Administration (EA)

 Completing, Renewing, or Updating Existing Profiles
• How to make changes to validated information 

(name, dba, & address)

 Tips for Maintaining SAM Contract Compliance
(keeping your account active)

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
Why is SAM Required?

 To receive federal contracts, grants, or other financial assistance:

 Active SAM profiles are required before an award can be executed 
or payment can be issued for approved invoices or grant draw-downs.

 To be identified by federal agencies:

 The registration provides the government with key information about the business, including its 
legal business name, address, ownership information, and representations and certifications. 

 To obtain a Unique Entity ID (UEI) & Commercial and Government  Entity (CAGE) Code:

 The UEI is the government-issued identifier used to identify entities doing business with the 
federal government. CAGE Codes are issued by DLA for DoW identification.

 To participate in federal procurement:

 Information in SAM helps contracting officers identify and evaluate potential contractors and 
supports the federal acquisition process. 

 To maintain eligibility:

 Registration isn't a one-time process. Businesses must keep their SAM registration active and 
update their information as needed, with renewal required every 365 days.

Where Government Contracting Starts

Gathering Information

Getting your ducks (documents)
in a row…
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Where Government Contracting Starts
Gathering Needed Information

 Information needed to renew your entity profile in SAM:

 SAM username/password (Login.gov access)

 Tax Identification Number (EIN or Social Security Number)

 Legal Structure and ownership hierarchy information

 Socio-economic data – determined by majority ownership

 EFT information: Bank Routing & Account numbers plus bank phone number 

 NAICS Codes: https://www.census.gov/naics/

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

 Size Standard data:

 Gross receipts averaged over the last five years

 Average number of employees over a 24 month period

This information must 
be updated yearly
(at a minimum) to 
determine size.

Where Government Contracting Starts

 Determining the legal name
• Sole proprietor or partnership  Individual’s name
• Name on the business licensee  dba name

Gathering Needed Information
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Where Government Contracting Starts

 Correct physical address

• Must be the unique physical address for 
that business at that specific address

• No mailing centers, UPS Store, or mail 
receiving facility

• No registered agent address

Gathering Needed Information

https://tools.usps.com/zip-code-lookup.htm

Where Government Contracting Starts
Gathering Needed Information

Validation Documents

 Document must have matching 
legal name and physical address –
cannot have street address and 
PO Box address in same section

 Recommended documents:

• Secretary of State Entity Listing 
or Business License Listing

• Utility Bills – must show 
business name.  Service area 
can contain physical address.

• IRS EIN issuance letter
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Where Government Contracting Starts
Validate Your Entity

https://www.fsd.gov/gsafsd_sp?id=kb_article_v
iew&sysparm_article=KB0055230&sys_kb_id=
4c37ff941b77811406b09796bc4bcbda&spa=1

Click on blurry image to 
access this document

Where Government Contracting Starts
Validation Documents
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Where Government Contracting Starts

Ownership Hierarchy
• Business name 
 Immediate Owner 

 Ultimate Owner

Gathering Needed Information

CAGE Code only (no UEI) if not 
directly pursuing federal awards.

https://cage.dla.mil/

Where Government Contracting Starts
Gathering Needed Information

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

 Size Standard Data
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Where Government Contracting Starts
Gathering Needed Information

 Socio-Economic Data: Based on majority ownership

Where Government Contracting Starts

Getting Started

Creating a SAM Account login
via Login.gov
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Where Government Contracting Starts
Getting Started – New Account

https://sam.gov

Where Government Contracting Starts
Terms Acceptance
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Where Government Contracting Starts
Creating your Login - Login.gov

1.

4. Click on link in email

Creating new SAM profiles:

New Entity Administrators for existing SAM profiles 
must create a SAM account before submitting an EA 
letter on FSD.gov

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

2.

3. Confirm your email

email@email.com

Where Government Contracting Starts
Creating your Login - Login.gov

6. Select method

7. Enter a phone number

5. Create your password
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Where Government Contracting Starts
Creating your Login - Login.gov

9.  Add another Authentication method
8. Enter code

+---+1 000-123-1234

+---

Where Government Contracting Starts
Creating your Login – SAM.gov

11.   Complete Your Profile – Follow prompts to finish your profile
10.  Continue to SAM.gov

email@email.com

Next prompts:
• Enter name
• Select Roles: 

Recommend to 
click “Skip and 
Finish” 

12. & 13.
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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

SAM.gov

New Entity Registration
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Where Government Contracting Starts
Adding New Entity Registration

1.

2.

3.

From SAM home page:

Where Government Contracting Starts
New Entity – What is your goal?

3. Continued
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Where Government Contracting Starts
New Entity – What is your goal?

4.

5.

Where Government Contracting Starts
Purpose of Registration

It is important to understand the purpose of your 
registration!  What do you need?

 If you only need a UEI to be assigned, select “Unique 
Entity ID only”.  At this stage, you have NOT registered 
your entity and in most cases, you will not be award ready.

 If you are only applying for a grant, whether federal or 
state (with Fed funds)  select “Financial Assistance”

 If you are pursuing direct contract awards or even 
subcontract awards and possibly some grants or federal 
assistance, select “All Awards”

6.
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Where Government Contracting Starts
New Entity Located in the US

7.

Where Government Contracting Starts
Do you have a CAGE Code?

8.  New entity registrations receive their 
CAGE code as in the last step of the 
validation process.

 If you have an entity that needs a 
CAGE Code, but not a full SAM 
registration, go to https://cage.dla.mil/

Useful for:

• Identifying ownership hierarchy

• Identifying specific physical 
locations, i.e., warehouses
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Where Government Contracting Starts
Located Outside of the US

7.

https://eportal.nspa.nato.int/Codification/CageTool/home

Where Government Contracting Starts
Registering Government Entity

Next screen: Do you have a CAGE Code (Step 9)

7.
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Where Government Contracting Starts
Review Purpose of Registration

9.

It is important to make sure that what 
type of entity you are registering is 
correct.

• Government will never be eligible for 
small business set-aside contracts

• “Federal Financial Assistance Only” 
lacks several sections that are 
required for a contract award.

Where Government Contracting Starts
New Profile

10.
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Where Government Contracting Starts
New Entity

11.  Legal Business Name

• Sole Proprietor  Individual Name

• Partnership  Business Name on Business License

• LLC or LLP  Entity Name

• Corporation  Entity Name

 Doing Business As (dba)  Name on Business License

 Physical Address

• Must have proof of physical Address

• Must match USPS zip lookup database

• Cannot be:

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

o Virtual Office

• Can be residential or commercial location

Where Government Contracting Starts
Entity is listed – need updates

11.

Select one of the listed names or
click on “My entity is not found.”

Then click next.



8/10/2026

19

Where Government Contracting Starts
Entity is listed – need updates

12.

13.

Where Government Contracting Starts
Entity is listed – need updates

14.

15.

16.
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Where Government Contracting Starts
Entity is listed – need updates

17.

Comments are 
IMPORTANT!

Simple, short sentences!

Add space between 
comments.

Keep it easy to read.

Where Government Contracting Starts
Creating an Incident Ticket

18. 
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Where Government Contracting Starts
Entity is listed – no updates

14.

Where Government Contracting Starts
Entity is listed – no updates

15.
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Where Government Contracting Starts
Entity is listed – no updates

16. 17.

18.

Where Government Contracting Starts
Entity is listed – no updates

19.

After you submit this 
page, you get to “continue 
registration” and are able 
to complete the entire 
registration.
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Where Government Contracting Starts

Incident Ticket 
Communication via FSD.gov

Keeping the conversation
moving forward

Where Government Contracting Starts
FSD.gov

https://www.fsd.gov/gsafsd_sp



8/10/2026

24

Where Government Contracting Starts
FSD.gov

***************@***.com

Where Government Contracting Starts
Additional Information Requested

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” or
“Inactive Registration”

• 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
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Where Government Contracting Starts

Validation & Registration 
Hurdles

Avoiding issues & errors

Where Government Contracting Starts
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 not access existing SAM profiles

• EA/POC no longer at company

• Can no longer use original email associated 
with SAM account

 Name Validation issues

• Entity no longer in good standing or involuntarily dissolved

• 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
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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
Uploading the EAAL to FSD.gov

How to upload an EA letter on FSD.gov:

1. Go to https://www.fsd.gov/gsafsd_sp
2. Sign-in using the same email and password as used for your SAM profile
3. Go to the very bottom of the landing page and click “create new incident”
4. Fill out the incident form following the screenshot below:

5. Scroll down and click “Add Attachments” and upload the 
signed and notarized form

6. Fill out the incident form following the screenshot below:
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Where Government Contracting Starts

Completing or Renewing 
Your SAM.gov Profile

Maintaining contract 
compliance & award readiness 

Where Government Contracting Starts
Accessing Your SAM Profile

1.or or

jody@jody.net

or
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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.



8/10/2026

29

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

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

Where Government Contracting Starts
SAM On-Demand Webinar

https://apexalaska.org/training/how-to-renew-your-sam-profile-2026-2/

Handouts from this 
webinar can be found 
below:
Slides-How to Renew 
Your SAM Profile 2026

Start at minute 31.42 to
pick up where this
webinar stops.
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Where Government Contracting Starts
Registration Submittal

#########ADC

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
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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
On-Demand Webinar

https://apexalaska.org/training/how-to-research-the-government-contracting-market-4/

Do you know which federal agencies are buying those goods or 
services that your business is selling? Do you know how to find out, or 
where to look for this information? The information is posted for public 
review -you just need to know which database to look at and how the 
information is coded. Honestly, it’s easier than it sounds!

Join the Alaska APEX Accelerator for this free webinar to learn how to 
do your own government contracting market research using 
procurement websites and databases for federal, state and local 
agencies, so that you can determine what agencies you should target 
for direct marketing efforts.

This webinar will discuss:
1. Developing good search criteria
2. Learning how to apply the search criteria to federal databases
3. Completing successful targeted market research for upcoming 
solicitations and past contract activity
4. Finding procurement websites for State, Local and Education 
(SLED) buying centers

Who should attend this webinar? Any business that wants to know if 
government contracting is viable for their business strategy.

Handouts from this Webinar can be found below:
FPDS Search Terms
How to Research the Govt Contracting Mkt 2026 Update slides
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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: 907-786-7258 

Currently vacant

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?


