Creating a Compelling
Systems Award
Management (SAM) Profile

Register in the SAM to do
business with the Federal
Government



Learning Objectives

At the end of this module, you will be able to:

— Identify what the Systems for Award Management (SAM) is and what
information is required to register.

— Understand how long each step takes.

— Realize your profile must be updated annually to be active, and how updating
more frequently will enhance your business profile.
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About FDIC Small Business
Resource Effort

The Federal Deposit Insurance Corporation (“FDIC”) recognizes the
important contributions made by small, veteran, and minority and
women-owned businesses to our economy. For that reason, we strive to
provide small businesses with opportunities to contract with the FDIC. In
furtherance of this goal, the FDIC has initiated the FDIC Small Business
Resource Effort to assist the small vendors that provide products, services,
and solutions to the FDIC.

The objective of the Small Business Resource Effort is to provide
information and the tools small vendors need to become better
positioned to compete for contracts and subcontracts at the FDIC. To
achieve this objective, the Small Business Resource Effort references
outside resources critical for qualified vendors, leverages technology to
provide education according to perceived needs, and offers connectivity
through resourcing, accessibility, counseling, coaching, and guidance
where applicable.

This product was developed by the FDIC Office of Minority and Women
Inclusion (OMWI). OMWI has responsibility for oversight of the Small
Business Resource Effort.

FDIC OMWI Education Module: Creating a Compelling SAM Profile 3



Executive Summary

The General Service Administration’s (GSA) Office of Government-Wide Policy is consolidated
the governmental acquisition and award support systems in one system - the System for
Award Management (SAM). SAM streamlines and eliminates the need to enter the same data
multiple times, and consolidates hosting to make the process of doing business with the
government more efficient.

The Systems for Award Management (SAM) is the primary registrant database for the U.S.
Federal Government. SAM collects, validates, stores, and disseminates data in support of
agency acquisition missions.

Your business must be registered in the SAM before you can receive a contract. Since October
2003, it has been a federal mandate that businesses be registered prior to receiving a
contract with the federal government under a FAR-based contract.

Registrants are required to complete a one-time registration to provide basic information
relevant to contracting and financial transactions, but registration does not guarantee that a
contract or assistance award will be given.

Registrants must update or renew their registration at least once per year to maintain an

active status or their profile expires. Updating your profile more frequently is recommended
to match your DUNS and IRS information.
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Pre-Registration in SAM

You need to obtain the following things before registering in SAM to not delay the
process:

— Data Universal Numbering System (DUNS) number.

e Contact Dunn & Bradstreet (D&B) at 1-866-705-5711 or go to
http://fedgov.dnb.com/webform
0 Once issued, DUNS is available for use in SAM with in 1-2 business days.

— U.S. Federal Taxpayer Identification Number (TIN )

* You will need your entity's TIN and Taxpayer name as it is shown on the last tax
return. Foreign entity’s that do not have US employees to pay will not need a TIN.

e TIN is an Employer Identification Number (EIN) assigned by the Internal Revenue
Service (IRS)

* Sole Proprietors can use their Social Security Number (SSN), if they do not have TIN.
e Go to www.irs.gov/businesses/small/article/0,,id=102767,00.html|

O A new EIN from IRS take 2-5 weeks to become activated and valid for processing
in the SAM.
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Register Using a 3 Step Process

=  Step 1: Access the SAM online registration through the SAM home page at
http://www.sam.gov
— Under the “Create New Registration” section, click on “Start New Registration.”

There are two types of accounts to choose from: individual accounts and
system accounts. In general, an individual account is probably what you need.

— You must have a Data Universal Numbering System (DUNS) Number in order to
begin the registration process.

=  Step 2: Create a Individual Account and Login

= Step 3: Complete and submit the online registration.

— If you have the necessary information, the online registration takes
approximately one hour to complete, depending upon the size and complexity
of your business.

— Once you create your account your email account will need to be validated to
continue the account creation process. After your email is verified you will go
back to SAM.gov and enter your login information to complete the account
registration.
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Register Using a 3 Step Process

Once logged back onto your “My SAM” page, click “ Register New Entity”
Under “Register/Update.”

Select your type of Entity and Proceed with entering your business
information.

Select “YES” to “Do you wish to bid on contracts”

To register an entity for “All Awards” the following sections must be
completed: Core Data, Assertions, Representations and Certifications, and
Points of Contact.

If you do not complete your registration in one sitting, you can come back
later to finish within 90 days before your information is deleted.

Once your registration is complete, processing then takes between 3 -5
business days.
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Data Needed for Registering

(Slide 1 of 4)

= SAM registrants are required to submit detailed business information in
various categories. Non-mandatory information is also requested.

=  You will not be able to submit your registration online unless all the
mandatory information is provided.

= The SAM User's Guide defines and details specific information

requirements. The User's Guide also provides guidelines for obtaining
unknown information.

FDIC OMWI Education Module: Creating a Compelling SAM Profile

8



Data Needed for Registering

(Slide 2 of 4)

Categories of required and requested information for validation or
updating include, but is not limited to:

— Core Data
e Confirm your DUNS information

Input your Business Information

0 TIN, Marketing Partner Identification Number (MPIN), which will be used to
provide you access to other systems, etc.

e CAGE Code

0 If not, one will be assigned to you after your registration is completed. Foreign
registrants must enter NCAGE code.

e General Information
0 Entity Information, Organization / Business Types, Socioeconomic category
* Financial Information
O EFT (Electronic Funds Transfer) information
e Executive Compensation
* Proceedings Details
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Data Needed for Registering

(Slide 3 of 4)

= Categories of required and requested information for validation or
updating include, but is not limited to:

—Assertions

* Goods and Services

O North American Industry Classification System (NAICS) — represents the type of industry your
business is involved in.

v" Must submit at least on code for the SAM registration.

v Codes can be added or changed at any time.

v You can bid on a contract that has a NAICS code that you have not listed in your record.
v’ Search NAICS codes at http://www.census.gov/epcd/naics07.

0 Product and Services Codes (PSC) — represents the types of goods and services your business
can deliver. Providing this information is optional.

e Size Metrics

e Electronic Data Interchangeable (EDI) Information

O EDI Information is optional and may be provided only for businesses interested in
conducting transactions through EDI

e Disaster Relief Information
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Data Needed for Registering

(Slide 4 of 4)

Categories of required and requested information for validation or
updating include, but is not limited to:

Representations and Certifications
e Federal Acquisition Regulation (FAR) Responses
e Architect and Engineer Responses
* Defense Federal Acquisition Regulation Supplement (DFARS) Responses

Point of Contact (POC) Information

 The primary and alternate points of contact and the electronic business, past
performance, and government points of contact.

Submit Registration
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Who Must Register with SAM?

— Entities

e Contractors, federal assistance recipients, and other potential award
recipients who need to register to do business with the government,

look for opportunities or assistance programs, or report subcontract
information.

— Government contracting and grants officials responsible for activities

with contracts, grants, past performance reporting and suspension and
debarment activities.

— Public users searching for government business information.
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Mandatory Information to
Register (side10f7)

Business Start Date - Date the business was formed or established.

Fiscal Year End Date - Day on which you close your fiscal year.

Physical Address Information
— All address information is pre-populated in the SAM based on information

provided to D&B.

— Address information cannot be edited in SAM. Registrants must correct
information on the D&B website at http://fedgov.dnb.com/webform/.

Type of Organization

— U.S. Federal, state, local, tribal, or foreign government entity/agency

— Business: must provide legal form of your business (partnership, sole
proprietorship) and profit structure (for profit, non-profit).
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Mandatory Information to
Register (sidezof7)

= Legal business name and doing business as (DBA) name

— Registered name by which you are incorporated and pay taxes. Registration
requirements differ by state and local government.

— DBA names are other names used, such as a franchise, licensee name, or an
acronym.

— Legal business name entered on the SAM MUST match the legal business name
at D&B. Your registration may be rejected during processing if it does not
match.

= Average Number of Employees for the location represented by the specific
DUNS number registering- Optional data field.

FDIC OMWI Education Module: Creating a Compelling SAM Profile 14



Mandatory Information to
Register (sidesof7)

= Average Number of Employees, including all affiliates

— Provides average number of persons employed for each pay period over your
business’ last 12 months, including persons employed by the parent
organization, all branches, and all affiliates worldwide.

— This information is passed to SBA in order to calculate your business size using
SBA's official size standards for your industry.

= Average Annual Receipts including all affiliates

— Receipts means "total income" (or in the case of a sole proprietorship, "gross
income") plus "cost of goods sold" as these terms are defined and reported on

IRS tax return forms.
— Receipts are averaged over registrant’s last three years to determine your small
business classification.
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Mandatory Information to
Register (sidesof7)

= Type of Relationship with the U.S. Federal Government

— Grants: Applying for federal government assistance awards (grants and cooperative
agreements)

— Contracts: Responding to federal government contracts

— Contracts and Grants: Responding to federal government contracts and applying for
assistance awards grants

= Points of Contact (POC) information — must be validated annually

— Government Business POC - Person in your business responsible for marketing and sales
to the federal government. An email address is required.

— Electronic Business POC - Person in your business responsible for authorizing individual
personnel access into federal government electronic business systems, e.g., Electronic
Document Access (EDA), Wide Area Workflow (WAWF).

— Marketing Partner ID Number (MPIN) - Self-created access code shared with authorized
partner applications, e.g., Past Performance Information Retrieval System (PPIRS), Online
Representations and Certifications Application (ORCA).
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Mandatory Information to
Register (sidesof7)

= Electronic Funds Transfer (EFT)

ABA Routing Number - American Banking Association nine-digit routing transit
number of your financial institution.

Account Number, Type, & Lockbox Number
* Account number to which you want your EFT payments deposited.
e Check the proper box for checking or savings account.

* Enter the account number for lockbox service. You must also check “checking” under
account type.

Automated Clearing House (ACH) - Enter contact information for the ACH
coordinator at your bank.

Remittance Information - Address where paper check should be mailed if EFT
transfer does not work.

Accounts Receivable - Contact information for your business’ accounts
receivable.

Credit Card Information - Does your company accept credit cards for payment?
Answer yes or no to this question.
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Mandatory Information to
Register (sidesof7)

= You will also need to answer the following questions:

— Is there a federal solicitation on which your business or organization, as
represented by the DUNS number on this specific SAM record, is bidding that
contains the FAR provision 52.209-77

— Or, has your business or organization, as represented by the DUNS number on
this specific SAM record, been awarded a federal contract that contains FAR
clause 52.209-8? Yes or no?

e |fyes to the previous, within the last five years, has your business or organization
(represented by the DUNS number on this specific SAM record) and/or any of its
principals, in connection with the award to or performance by your business or
organization of a federal contract or grant, been the subject of a federal or State (1)
criminal proceeding resulting in a conviction or other acknowledgment of fault; (2)
civil proceeding resulting in a finding of fault with a monetary fine, penalty,
reimbursement, restitution, and/or damages greater than 55,000, or other
acknowledgment of fault; and/or (3) administrative proceeding resulting in a finding
of fault with either a monetary fine or penalty greater than 55,000 or reimbursement,
restitution, or damages greater than 100,000, or other acknowledgment of fault?

FDIC OMWI Education Module: Creating a Compelling SAM Profile 18



Mandatory Information to
Register (side7of7)

If yes to the above, does your business or organization (represented by the
DUNS number on this specific SAM record) have current active federal
contracts and/or grants with total value (including any
exercised/unexercised options) greater than $10,000,0007?

If yes to the above, provide the following:

Date (MM/DD/YYYY format)

Instrument (U.S. Federal issued contract, U.S. Federal issued grant or assistance
instrument)

State (Select from drop-down list if state issued contract or grant)
Instrument number

Type of proceeding (Administrative, Criminal, or Civil)

Disposition (Conviction/Finding of Fault or other acknowledgment of fault)
Description of the proceeding

Both primary and alternate proceeding points of contact
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Key Takeaways from This
Module

Understanding what information is mandatory will help you determine
your timeline before you are registered in the SAM.

Providing incomplete information will delay your registration process.

While registration is required, it does not guarantee your winning a
government contract or increasing your level of business.
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Sources and Citations

= American Express Open, Creating a Compelling CCR Profile

= Adrian Woolcock, ProSidian Consulting, Creating a Compelling CCR Profile
= Central Contractor Registration User's Guide

= Business.gov, Government Contracting

= Systems for Award Management User's Guide

= RelJeana Findlay, ProSidian Consulting, Creating a Compelling SAM Profile

= American Express Open, Government Contract Insights: Creating a
Compelling SAM Profile

= SBA.gov, Registering for Government Contracting
= SBA.gov, Quick Start Guide for Updating/Renewing an Entity

= SBA.gov, Quick Start Guide for Entities Interested in Being Eligible for
Government Contracts

= FSD.gov, SAM Helpful Hints
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