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Instructions for
SAM Registration

To complete your SAM registration, please

go to:
$ x You can register in SAM only after obtaining
% your DUNS Number and
N-CAGE Code.


http://www.sam.gov/

" You will receive an email from D&B with your DUNS number. After 48

hours you can register this number in SAM. You will need to create an

individual account in the SAM system. Go to www.sam.gov and click
Create an Account.
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FONTHM FUR AWARD MANACEMIN

HOME SEARCH RECORDS DATA ACCESS GENERAL INFO HELP

CREATE USER ACCOUNT REGISTER/UPDATE ENTITY SEANCH RECORDS

All entity records from CCR/FadReg and ORCAand
exclusion records from EPLS, active or expired, were
moved {0 SAM. You can search these records snd new

You can register your Entity (bustness,
individoal, or government agency) to do
basiness with the Federa! Government. If you

“Your CCR nzername will aot work in SAM, You
will need a new SAM User Account to zegister

or npdate your entity records. You will sl
ones created i SAM. [Fjon ar= a government uses

meed to creste s SAM User Account if yom are &
Zovernment officsal and need ta create
‘Excluesons or search for FOUQ ieformation.

Create User Account

are mterexted in rezistening or updating your

Entity, yom must first create 3 user account.

Registerilpdate Enfity

lozzed i with your SAM nser account. youwill
antomatically have acces: to FOUD information.

Search Records

thend Help?
WHAT IS SAM? d Help
The fem for Award Management (£A
EPLS, Future phazes of SAM will 2dd the cap:

a Federal Government owned and operated free wed site that consolidates the capabilities in CCR/FedRez, ORCA, and
2 of pther system: uzed tn Federal procurement and awards processes.

NEWS AND ANNOUNCEMENTS  USER GUIDES/HELPFL

Service Desk

You will need to create an individual account in the SAM system.

The American Center )
Go to www.sam.gov and click ‘Create an Account’.

U. S. Embassy, Dhaka



http://www.sam.gov/

The account type you need is an Individual Account. Select
Create an Account.
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USER NAME

SENTEM FOR NYARE MANACEMENT

Creals ap Account

HOME SEARCH RECORDS DATA AC -} GENERAL INFO HELP

Choose Aceount Type

Individual Aecount Details System Account Details

Create an Individual User Account Create a System User Account

+7To perform tasks such as register ‘update your entity {legac 1 need mystem-to N communication or you are antomating
COCR/FedRez and ORCA functionality), vour gystem pall of the data,

* To create and manage exclusion records (legacy EPLS functionality). ¢ If vou are performing datz transfer from SAM to your government

* To view FOUO level data for entity managsment registra < database system.

and exclusion records (Same as government user CCR Toaks

fun ctiomalsty),

 Creace an Account |

| Create éy;lem Arcount

Internet Explorer Browse

45 ond displays information and Web stes on the Internet
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\ ou are required to enter your first name, last name, email address
and phone number and country. The rest of the information is
optional.
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Individual

Pags Descripiion

Pleass provids your personal information requestad below,

Fields marked with an exiecisk (3} are mandaiory,

Title Mr =
First Name*
Middle (nstial :
Last Name®:
Suthix :
Email Address®
Conflrm Email Address®
Phone*: [Eradr o Shae
Phone Extension :
Fax:
Address Lines:
Addresz Line2:
City
StateProvizce: Piease select a value lvl
Countrys: UNITED STATES [+]

ZIP/Poctal Coda:

The American Center
U. S. Embassy, Dhaka




On this page you will create your unique Username. It must be at least 6 characters

in length. Once created it cannot be changed. Next you will create your password.

It must be at least 8 characters and contain at least one letter, one number and one
special character (!@#$%&%*). Also on this page you will select 3 security

questions.
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HOME SEARCH RECORDS DATA ACCESS GENERAL INFO HELP

Create Account: Content Glossary

Individual

sz
Status Indicators: =~
Plzaze enter the followinz m for vour SAM account. ) Entty Name

I Page Description

» Account Information » Department Code

v Agency Code
Username® » Node Code

» NodeTyrpe
Warning: Onos created. uzer i@ C v Node Status

v Hierarchy

~qmwnrdt . n
Password* : Comment

+ DUNS
Confirm Password* : e
Security Question 1*;  Plaase selact a vil»]
Securty Answer {* :
Security Question 2*:  Please selecta '."3
Security Answer 2°

Security Question g%:  Please select 3 i)

Sseurity Answer 3% -

W 2P

%. The American Center
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you have verified that your account information is correct
select submit at the bottom of the page.
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Suffir
g Jane.doe@gmail.com
Fhona : 5555-555555555
Phone Extension :
Fax:
Address Lingy
Address Lise 2:
ity
State :
Cauabey : Your Country
Farl
Agepnnt Information

Username ; amesi3ol

Password:

Security Qoestion 1 Tn what city did you meet vour spouse significant other?

SeCUELY ATEWEr L ! chicago

Security Qoeston 2 : In what city or tows #4d vour parents meei?

Becurity Answer z: chirago

Security Qoestion 3 Where were vou when von first heard about g 117

Securly Atewer 5t chicagn

(O o | Select Submit

BTG
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This page means that you have successfully created your user
account and that you must now validate it by responding to the
validation email. Select Done.

i
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SANTEM FOM AW I MANAURAIRN?

HOME SEARCH RECORDS DATAACCESS GENERAL INFO HELP

Create Account: Personal L, A
Create Account: Content Glossary

Individual Aceount Created - Confirmation

Wed Apr 03 14:35:24 EDT 2013

Congratuations -- Your SAM account has been created! Eut. vou are not done. We just sent you an
emall to the email address you gave us so you can confirm your account creation. Iu the
email, there i¢ a link that vou must click within next 48 hours to activate your account, For now, click on

DONE togo beck to the $4M Home page

L

SAM | System for Award Management 1.0 1BM v1.821.20130326-0005
WWWs
Note 1o all Usars: This i 2 Fadacal Government computa systam. Use of this

zy=tem comstitutes conzent to monitormz at all tmas,

HIEE 2 e
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After you have successfully created your user account, you must
validate it by responding to the validation email.

The validation email comes from . The
activation link is the first link in the email and may not be an active

link. If it is not active you may copy and paste the address in your
browser address line.

Log in to activate your user account. Once you select ‘Done’ on this

page, your account will be activated and you will be logged in to
the SAM system.

4@ The American Center

#’ U.S.Embassy, Dhaka


mailto:notification@sam.gov

~ Since you are registering a new Entity in SAM you will not have
anything to Migrate. Ignore this question and select
Register/Update Entity (1) then Register New Entity.
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FUSTEM FUR AWARD MANACEMEN

MY SAM SEARCH RECORDS DATA ACCESS GENERAL INFO HEL?P

Welcome, Amy Fuller

N TTDE MESSACE
Would you like to migrate a legacy system account? KN s

Welcome to SAM!
Register New Entity
The User D X func I N pero 3 % by X he user roles and
s = Contract Inveatory adminiztrate vill mot © y J ange roles. delete s). H i3 ave an urgent sitzation
ou nead to ed: eg, 2 con' rvice Desk (wwvw
Acconnt Settings aceounts by utid
nconvensence e mav causs,
Data Access
Notice for all registered users:
The 2013 North American [ndustry Clazsificotson Standards (NAICS codes) are now active. As part of this change, the Smaoll Busmess
Admmistration (SBA) has been reviewimg and updatmg its table of size standards. Size Standards changes have taken place on the

Geperal

following dates:
2, October 24, 2

3. January 7, 2013

1. The NAICS you zelected in the Assertions cection of your registration will not ba affected and no action is neaded at this thme, However,
the next time vou update your record, vou will be vequired to updats the MAICS to snsure that they are in accordanes with the 2 list,

2. The NAICS lists to which you cerfified in your represent=tions and certifications will be updated as follows:

¢ the of the d

The American Center
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The Registration Overview page
describes the information that you will
need to complete your registration.

At the bottom of the Registration
Overview page is the button to Start
Registration. Select Start Registration.

#@». The American Center
#’ U.S.Embassy, Dhaka



Here you will select your entity type and the type of business you will be doing with the
Government.

If you select Yes to contracts the rest of the questions will automatically be answered.

If you select No to contracts you can select Yes to Grants or other federal assistance.

File Edit VIEW Favontc. Tools Help

¢ Favorites i &2 | Web Slice Gallery -

AL Systemn for Award Management % ~ B - 1 f= ~ Pagev Safety~ Tools~ @&

Army Fuller

SSAM

SYSTEM FOR AWARD MANAGEMENT

MY SAM SEARCH RECORDS DATA ACCESS GENERAL INFO HELP _E

Register Entity Determine Purpose of Registration Contq=

Registration Overview Status

Purpose of Registration Registr:
»

Page Description Entity 7|

The system wil guide you through the entity registration process based on the answers you provide below.

Core Data

Representations and What type of entity are you? * Plo'«rse qeler‘t a vqlue v]
Certifications e !

|Business or Orgsnlrahon
Points of Contact |US State Government
Do you wish to bid on contracts? ;US Local Government
Submit Certification | Tribal Government
|Foreign Government

BACKTO USER DASHBOARD Do you want to be eligible for grants and other feceral assistance? Not Applicable

@ Internet | Pm!ec!ed Mode on

The American Center
U. S. Embassy, Dhaka




e

Based on the answers provided on the previous page, SAM has determined

your purpose for registering. If you need to make changes, please go back

to the previous page. Use the Next button to continue with the Entity
Registration process.

e System for Award Management - Windows Internet Explorer
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DATA ACCESS GENERAL INFO HELP

Content Glossary

Status Indicators:

PUTDOse Of Registration Page Dascription ' Legacy Systam

Basad on the answers provided on the revicus page, SAM has detsemined your purposs for registening, TF you heed 10 make fama
changes, please go dack 10 the previous page Use the Nest duton 1o continue with the Enty Regisration woosss, ' Legecy Account
Email Address

' Legacy Account
- > -cdaral ~ Onhys Uzernam.
Foints of Contact Purpose of Registration: Federal Asstrancs Awards Only sername

sabmit Certification T PRI S A AT (0 " fellensis - Core Dats

Paints of Contact

RACK TO USKR DASHROARLY
CANCEL PREVIOUS -
s . Select to continue
SAM | 5 for Award M. 1.0 1BM v1.863,20130412-1616

v - & =
GSA USA . .gov
Note to all Users: This is 3 f=dersf Govenmart comoder sys! = -

systen contitutes consent b montoring ot SR times.
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Here you will enter your DUNS , Legal Business Name and
address EXACTLY as you entered it in D&B when you applied for
your DUNS number. Select Next to continue.

_e System for Award Management - Windows Internet Explorer
—
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Status Indicators;

za of Rogistrati.

i Cora Datat
Core Data Emer DUNS Informaton for your antiry.

DUNS/DoDAAC

Public Identfier: Name;

Addess
DUNS Numberi . el

belp@einh cors
Hamei

DBB Legal Business Name:

DUNS Phwsical Address:
POinTs of contact

submir certification

BACE TO USER DASITROARD

1BM v1.863.20130412-1616

. System for Award Management -\Windows Internet Explorer ‘|

| 75%

r—ces = » A S 9:23AM
| P . S 2 [T 'l
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If your information matches D&B you can select Save and
Continue on this page. If the information from D&B is incorrect
you must contact D&B to correct before continuing.

2 System for Award Management - Windows Internet Explorer

—— - —
@ < I.\LL httpe sam, gov /portal fpublic/s porakcorponendd =7 fRE35-6 154 b6 -2f53d 7352554 8¢ }3;] % General Services Adminictration [US] |.,' X
A System for Aveard Management X I I

| Fle Edit View Favortes Teols Help
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NAN AR

MY SAM SEARCHRECDORDS DATA ACCESS GENERAL INFO HELP

Rt ity PO ot oy

DUNS: D73430811
' DUNS

Purpcseot Registraticn PaE Do * Enry Kame

Pleaze ravew the =treved from Dir & {D8S) for accuracy. I you didk “Gave & Contirue™ the ' Enry
nformavon from De&E- will appasr in yoor ancrys regierasios. If the information raturnad £ incoract, plessa dict "Caneal”™

Address
snd oiEke the necessary updatss n DES. o Bty Gy

' Emity Stass
' Emty Formgn
Provinca
DUNS; 078480911 UNS: 078480911 coe
* Entity 2IP
Lagal Businesz Name: Fullen, Amy L Legal Business Name Code

Detatls Entaered by the usor Detatls returmed from DES

Dong Business Asi {none) Ging Busivns As ' Enmry
Country
Address Line 1t ddress Line 2: ' Rsason for
. Recuest
Ciry: Bantls Creak

Stacat (254

Points of Contact = L 2
2ip/Posl Codar 43014 Z1p/Pomal Code:  49014-7700
submit Certification oMt UNITED STATES Fcada UNITED STATES

BALE T LN CIASS T NG

eI Select to continue

/07 Micrasoft PowerPaint - [How to Enter a New Registiation]
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¥ After the information from D&B has been confirmed you can continue entering

your business information. You will create an MPIN on this page. The MPIN acts as
your password in these systems and you should guard it as such. The MPIN must
be nine characters long and contain at least one letter, one nhumber, and no spaces

a & https / vnsamgov ;

rta e/ SEM 2 portakcompon=n O + [ GeneralServices Ad.. 2 ‘.‘H.Sy:t.:m for Award Manage... ;
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DUNS Iaformation
Verify DUNS Information
Business Information
[RS Conzent

CAGE or NCAGE Code
General Information
Fimanciz! Information

Executive Compensation
Questions

Proceoding: Questions

Information Opt-Out

Reviess Core Data

Continue to Next Section
Assertions

Representations and

Certifications
Point: of Cantact
Swall Business Certification

Subust Certification

or special characters.

== fren -

Business Information: Goods and Services:

Businass Start Date (MM/DD/Y¥YY):
Fiacal Year End Cloze Date (MM/DD):
Company Divisson Name:
Company Drvisson Nomber:
Corporate URL
onal District

e/ Enter MPIN LT LT

The MEIN will be z3ared with authorized paricer applicatica: (e.2. Grants.zov. Past Performance Information Retrieval Syztem (PPIRS) stc.), Toe

MPIN 302 a5 your password :n thesa systams and you should gaard st az szeh. The MPIN must be =iz characters long azd contasm at Jeast one Jatter,

032 zamber; and po spaces or spenial charactars

¥  Physical Address - BATTLE CREEK

Address Tvpe.

Address Linea:

Address Lane 2.

Oty

Slate/Province

ZIF/Postal Code

Country:
~  Mailing Address - BATTLE CREEK

COMY PHYSICAL ADDRESS

< BT 7Y WEW 1195 AM




After you enter all your information select Save and
Continue. Your TIN Type and number are not required for
Foreign registrations. Leave these fields blank.

= ==
av W il vt e ANt peormporiet B ~ | i Ganesl Servies AOL B G % | &0 system for Award Manage. S h
File Edit Yiew Fayorites Tools Help
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Country:
Sueall Business Certification
T Maiing sddress - BATTLE CREEK
Submit Certification
COPY PRYSICAL ADDRESS

BACK TO USKR DASHROARD ‘
BATTLE CREEK
MICHIGAN

49014 TTOO

UNITED STATES

Tax ldentification Number (TINY;
fyos do mot havs 2 TIN please contaet tha RS by clicking bera
TIN Type:

SEN OTe: TIN 10

TEN 0216k HOM IRS P2y take 3-5 besiaass dayE
Vo Select to continue

SANM | System for Award Managament 1.0 IBM v1.821.20130326-0005
WWW1
Notara all Users: This & 2 Federal Govsrnment ansputer sisten, Use of this

system canstitutes consent io mositoriog e! all imes.

. The American Center
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Select Yes and enter your NCAGE Code. Select Save and
Continue.

2 System for Award Managemen lows Internet Explorer
——

Q e ]m https £am,gov o tal pullic/s, par iat: corponentTd = 7ck -6 fE-3 1 ffaib 5 c ,Dd ) General Services Administration [US] ];v':] XK

W Syst=m for Anard Management X [ l
| Fie Edit View Favorifes Teok  Help
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Amy Fuller

LOGOUT
IIND $1E AVARTS AR AW bTeT

MY SAM

Register Entity Content Glossary
: od Fuller, Amy

DUNS: 078430814  CAGENCAGE:
PUrpesa of Registrarion

C—

Pless= anter your SAGE below, T vou do not have an exsting CAGE Code, one wil be sssgned during the processing of

JNS Informas
DUNE Informazion ragata :

Dows your antty akeady have 3 CAGE Cade? [Fies cta vave 5] Select Yes

Euzinas: Informaton ERaE = Enter NCAGE

RS Cansent

| CAGEor NCACE Code

PREVIIOS SAVEL AND CONTL
cane FEAIL:OE

Financial Informetion

Select to continue.

Exacuriva
Compensation
Queiticas
Procesding Questions
Information Opt-Qus
Review CoreData

fanrinne rn Mey s

) system for Award ... 7 | Microsoft FowerPaint ...
= ystem for Awa y: osof 0
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Company Security Level and Highest Employee levels must be
selected.

a‘ T bt weink.sacn gavi o itall pobhe SAM/ poitabeampiorientt [ ~ i Teersfied by Entrust B 0 X L System for Award Manage..
File Edit View Favorites Tools Help
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Page Descriphon Status Indicators:
Plaaze enter the bustness type mformaton for vour eatity. Selsct the applicable buzimass types by nems the drop down meaus or pick
Esis provided, To uze the pick lists select the bax next to the business type(s) you wakt to add and dick the "Add" button. To remove
2 business type selact the box next 1o that business lype(s) and select the "Remove” batton

Business Information

DUNS Information Registrations Oualy):
Ensiness Information:

= Business Types -
““Business Information:

Government Entities

Verify DUNS Infor:

Business Informatson Ouly
ountry of Incorporaton: S
RS Consent g aliels el ZMBABVIE Business Types
Tvpes of Educational
Institutions (only if
General Information 2 g Educational
Company Securty Leval: Please select avalue ~ ' X I I
Financial Information Select appropriate level or
Hiahest Emplovae Securty Leval: Please seloct a value =
Executive Compensation n t app'lcable.
Questions You have catezorized your ent:ty 25 a: Business or Organization. Transportation (DOT)
Dizadvantazed

CAGE or NCAGE Code

roceading: sstione s z e Saais 2 e sine s ternitc
= &= Ques Dogs your entity qualify as one of the following (if nons are applicalils, s vot Applicable from the drop-dowe mene)? : Business Eulerprise
e 7 )
Information Opt-Out Not Applicabls || (DEE):
Federally Recognized
Review Core Data s your b =3 fied b tate cortifyme azency r mt of ] sortation (DOT) Disadvantaged Businezs Enterprise

Continme to Next Section

Business/ Organization
Assertions a = . 1
5 if your organizatson i= o Federally Recoznized Natrre Amenican Entity choose all that apply Tipe

Representations and Business/Organization

Certifications as Defined by IRS:

NATIVE AMERICAN ENTITY TYPE PICK YOUR NATIVE AMERICAN ENTITY TYPES !
LIST

Poiots of Contact Business/On

T Alaskan Motive Corporation Ovmed Firm

1151 AM
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If your entity qualifies as one of the following select from the drop
down menu. If none are applicable, select Not Applicable.

L https i

Edit View

sam.gov, o ortal/ b/ SA0

Favorites Tools Help

v | i v Pagev Sefety~ Took~ @v

CAGE 0r NCAGE Code
General Information
Financiz] Information

Executive Compensation
Questions

Prozeedings Questions

Information Opt-Out

Review Coxe Data

Cortinue to Next Section
Asgartions

Representztions and
Certificaticns

Points of Contact
Small Busisess Certification

Submit Cenification

BACK TO USER DASHBCARD

The American Center
U. S. Embassy, Dhaka

poristeomporen O = i General Services Ad..

B O X W syctem for Award Manage..
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Company Security Level: Not Applicable

Highest Emplovee Security Level Not Applicable

Business Types:
You have categorized your entity as a- Business or Organization.

Does vour entity qualify as one of the following (if none are applicable, select Not Applicable from the drop-down menuw)?
Not Applicable
Community Development Corporation
Domestic Shefter
{Educational Instiution
Foundation
Hospital
Velerinary Hospital
T VOUT Organizaton (s a Feder;

gency as 3 Department of Transportation (DOT) Disadvantaged Business Enterprise

Select appropriate.

Bcognized Native AMencan Entizv choose all that zpply:

NATIVE AMERICAN ENTITY TYPE PICK
LIST

YOUR NATIVE AMERICAN ENTITY TYPES

| Alackan Native Corporation Owned Firm
| American indian Owned
[7] Indian Tribe(Federally Recognized)
| Native Hawaiian Organization Owned Firm

| Tribally Owned Firm

TyPes Of EOUCaTonar
mstitations (only if
Educational
Institnation &5
selected):

Department of
Transportation (DOT)
Disadvantaged

(DEE)

Federally Recognized
Native Amarican
Entity:

Business/Organization
Type
Business/Crganization
as Definad by [RS:

Business/Organization
PPOMT STECTOre:

Socio-Ecomomic
Categories:

ypes of Minority
Owned Businssses
(Only if Mnority
Businass Was
Selectad):




¥ *

Select Foreign Owned and Located in the drop
down menu.

12 S o A T e . =

{er) = | nttps /i sam.govipomsl/ public/SAM/? feSal v 5 Identified by Entrust | 1 [ 5 | < | 1 2 ~|

File Edit View Favorntes Tools Help

Favortes % # Web Shice Galiery -

JiL Systemn for Award Management 1 3 3 - Page~ Saofety~ Tools~ #@~

| Alszkan Nsuve Corporation Owned Firm - Tvpas of Minorty
Owned Businesses

| Armcican Indinn Owvermd <

IM] Incian Tribe (Federally Recognised)

aton Owned Fem

| Tridally Owned Frm

»

_ EMOVE

ganzation one of the following (F none are appicable. salect Not Appicable from the drop-down menu)?

Select Foreign Owned and
Located

SOCIO-ECONOMIC CATEGORIES PICK LIST

Veteran Owned Busnass O Woman Owned Business

The American Center
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Socio-Economic Categories do not apply to Foreign Owned and
Located Entities. Select Save and Continue.

Tools Help
¢ Favorites A @) Web Slice Gallery »

A System for Award Man... i S Page~ Sofety v Tools » @@~
TIOUTS, U IVAYCS COUES FHOTETEU 11 LI ASSEl (VNS POl tom U UIE TEEIs U a0

SOCIO-ECONOMIC CATEGORIES PICK YOUR ENTITY'S SOCIO-ECONOMIC
LIST CATEGORIES

"] Veteran Owned Business

~] Womdn Owised Business

| Wemen-Owned Small Business

~] Joint Venture Women-Owned Small Business

~| Joint Venture Economically Disadvantaged
Women-Owned Small Business

~| Community Development Corporation Owned
Firm

~| Minority Owned Business

avv " || [reove]]

CANCEL PREVIOUS SAVR AND CONTINUE

SAM | System for Award Management 1.0 IBM v1.970.20130522-1640
Intemet | Protected Mode: On

The American Center
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Electronic Funds Transfer and Automated Clearing House (ACH) information is not
required for foreign vendors. These sections should be left blank. Foreign vendors
with US Banking information have the option to complete this section (only US
ABA routing numbers and account numbers may be used).
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Remittance Address is required.
If your country has State/Province options you must make a
selection from the drop down menu. If not applicable you can leave
blank. Select Save and Continue when this page is complete.
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“If you answer no to question 1 on this page, question 2 is not applicable
and you can select save and continue. If you answer yes, you must also
answer question 2. If you answer yes to question 2 you must also then
supply the names and salaries of the top five executives in your
organization.
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If you answer no to the first question you can select save and continue. If
you answer yes you must also answer the next question. If the answer to
the next question is no you can save and continue. If it is yes you must
provide a listing of the proceedings.
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You may opt to not have your entity’s information
displayed publicly.
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If all the information on the review page is correct you may select
save and continue. If a section needs to be corrected you can
select the edit button at the top right of that section.
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Enter Accounts Receivable POC information. Please J
note the format required for the Non-US phone (first four
numbers followed by a hyphen then the remaining
numbers).
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If you are entering the same information as you entered in your
Electronic Business POC you can select copy from Electronic
Business POC in the drop down box and click on copy (1)
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ou can expand each of the tabs in the navigation menu to make sure every page

is complete. If you click on each section, the tab expands and you will see either

green checks, grey dots or ared x. The red x or grey dot means that you need to

return to that section. If you have green checks on every section you can scroll to
the bottom of the page and select the submit button.
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After you select the submit button you need to make sure to get
the congratulations page. If you do not, you will need to go back
through your registration and select the submit button again.
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J

If you click on the print summary button on the congratulations
page you can confirm the status of your registration. If it still says
work in progress it was not successfully submitted. If is says
pending CAGE validation you have successfully submitted.
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