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OVERVIEW

Preparation Guide



REQUEST ENTITY ADMINISTRATIOR ROLE

• Reason to submit an Entity Administrator 

Appointment letter.

1. If the business has had a SAM Profile in the past, but the 

business no longer has access to their account.

2. The business owner/person in charge would need to 

request an administrator role to gain access to their 

existing (expired/not expired) Entity SAM profile.
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All information presented is based on current published data by GSA/SAM. 
Process and Procedures are subject to change.

FACT: Entity Administrator - is the only one who 

can Submit updates and manage accounts.



How to submit the Entity Administrator Letter.

• Create an incident at FSD.gov.

• You must be logged in with login.gov account.

Download the notarized letter template.

• Search: Notarized Letter

• Read the two articles below.
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All information presented is based on current published data by GSA/SAM. 
Process and Procedures are subject to change.



Download Notarized letter Template:

GSAFSD_kb_articles - GSA Federal Service Desk 

Service Portal

• Download Template 1 – Single Entity.

• Completing the Form :
- Complete the Notarized letter to become Entity Administrator.

- Notarized letter must be on company letterhead.

- Business name and address must match what is shown on SAM.

- Administrator’s name must match with what is on SAM profile.
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All information presented is based on current published data by GSA/SAM. 
Process and Procedures are subject to change.

https://www.fsd.gov/gsafsd_sp?id=gsafsd_kb_articles&sys_id=35e4ccf987348a9465b70ed40cbb3553
https://www.fsd.gov/gsafsd_sp?id=gsafsd_kb_articles&sys_id=35e4ccf987348a9465b70ed40cbb3553


- Enter the name of person who is authorizing this the administrator 

role (owner/president etc.)

- Complete the SIGNATURE information below.
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All information presented is based on current published data by GSA/SAM. 
Process and Procedures are subject to change.



• Submit the Notarized letter at FSD.gov.
- Log in to FSD.gov using login.gov credentials.

- Create an incident (bottom of the page)

- Complete the questionnaire and attach the notarized letter.

Email

Email

- Submitting the request will create an FSD reference number.

- Look out for with FSD reference number on subject line.

- Look out for a second with approval of administrator role.

6 | P a g e

All information presented is based on current published data by GSA/SAM. 
Process and Procedures are subject to change.



SAM REGISTRATION - FAQ

1. Business NOT classified as Small Business in SAM

- Check income entered – must meet the size standard.

- Check business Structure question, make sure it is shown as “Not 

Tax exempt.”.

- Check “yes” to FAR Question number 19 regarding DBE if it 

applies.

2. Entity’s purpose of registration shown as “Financial 

Assistance.”

- Answer the question correctly “What is your goal”?

- Be sure to select – “Directly with U.S. Federal Government.”

- Then “Bid on a federal procurement opportunity as a prime 

contractor”.
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All information presented is based on current published data by GSA/SAM. 
Process and Procedures are subject to change.



- Be sure to select “All Awards” not “Financial Assistance”.

- Contractor must select “all Awards”.
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All information presented is based on current published data by GSA/SAM. 
Process and Procedures are subject to change.



3. Why is my business registered as “Government 

Entity”?

- During entity validation – This question was answered as “Yes”.

- If this happens, the account needs to be deleted and start over.

4. Why is my business shown as “non-profit”?

- Correct registration to select “for-profit” in the company data 

section.
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All information presented is based on current published data by GSA/SAM. 
Process and Procedures are subject to change.



5. I obtained the UEI#, do I need to do anything else?

- Yes, complete the SAM registration by navigating to “workspace”.

- Select the three dots near the expiration date.

6. My business cannot be found on SAM Search, but I am 

registered.

- Check the box for “Include in public search”.

- Selecting “No” to these questions makes the entity Unsearchable.
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All information presented is based on current published data by GSA/SAM. 
Process and Procedures are subject to change.



UTILIZE THE FSD.GOV KNOWLEDGE  BASE

gsa Knowledge Base 2 - GSA Federal Service Desk Service Portal 

(fsd.gov)
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All information presented is based on current published data by GSA/SAM. 
Process and Procedures are subject to change.

https://www.fsd.gov/gsafsd_sp?id=gsa_kb_view2&kb_id=f66d8e6cdb76d4100d73f81d0f9619c6
https://www.fsd.gov/gsafsd_sp?id=gsa_kb_view2&kb_id=f66d8e6cdb76d4100d73f81d0f9619c6


GSA SAM.GOV RESOURCE LINKS

How to update an Entity Registration in SAM.gov: 

Quick Start Guide for Updating an Entity Registration.

Entity Registration FAQs:

gsafsd_kb_category - GSA Federal Service Desk Service Portal

Entity Registration Videos:

gsafsd_kb_category - GSA Federal Service Desk Service Portal

Entity Registration Glossary Terms:

gsafsd_kb_category - GSA Federal Service Desk Service Portal

SAM Entity Validation

SAM.gov Entity Validation (gsa.gov)
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All information presented is based on current published data by GSA/SAM. 
Process and Procedures are subject to change.

https://www.fsd.gov/gsafsd_sp?id=kb_category&kb_category=7ae0cb0c1b4f64108aa3a8eae54bcb0e
https://www.fsd.gov/gsafsd_sp?id=kb_category&kb_category=7ae0cb0c1b4f64108aa3a8eae54bcb0e
https://www.fsd.gov/gsafsd_sp?id=kb_category&kb_category=5001034c1b4f64108aa3a8eae54bcb4a
https://www.fsd.gov/gsafsd_sp?id=kb_category&kb_category=1301074c1b4f64108aa3a8eae54bcba7
https://www.fsd.gov/gsafsd_sp?id=kb_category&kb_category=1301074c1b4f64108aa3a8eae54bcba7
https://www.gsa.gov/system/files/Stakeholder_Forum_-_Validation_-_August_9%2C_2022.pdf


ADDTIONAL 

ASSISTANCE

SBDC - About Us | Connecticut Small 

Business Development Center (uconn.edu)

https://ctsbdc.uconn.edu/about-us/
https://ctsbdc.uconn.edu/about-us/
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