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SAM.gov Registration Process 
Updated May 31, 2023 

 
Before you start, please have the following information available regarding the company/entity you are registering: 

• Date of Incorporation 
• For non-U.S. companies, any local identification numbers such as a taxpayer registration number or other official 

identification number. 
• Fiscal year end date – most companies use December 31st (i.e. 12/31), but some use the end date of another 

month. 
• Exact Legal Name and Physical Address of the company/entity 
• For U.S. companies/taxpayers only, their U.S. TIN/EIN  

 
 Step 1:  The person who is going to be your Entity Administrator should go to https://sam.gov/content/entity-

registration.  Click where it states, “Sign In” and then log in using your email address and password previously 
created.  If you have not created an account, you can find instructions here (Creation of a Login.gov Account)    

 

  
 
 Step 2:  After signing in, click on Workspace on the top right. 

 

 

 Step 3: Scroll towards the bottom, click the green Get Started button on the left to start the process. 

 

https://sam.gov/content/entity-registration
https://sam.gov/content/entity-registration
https://www3.dfc.gov/DFCForms/Documents/Creation_of_an_Account_in_Login_dot_gov.pdf
https://www3.dfc.gov/DFCForms/Documents/Creation_of_an_Account_in_Login_dot_gov.pdf
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 Step 4:  This screen should only appear the first time you go through the process.  Click Create New Entity. 
 

 
 

 Step 5: This screen should only appear the first time you go through the process.  Choose “Directly with the U.S. 
federal government.” A new question will open, choose “Apply for federal financial assistance.” Click Next to 
proceed.  
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 Step 6: This screen should only appear the first time you go through the process.  Choose Federal government, and in 
the box type “DFC” which will bring up 077 – United States International Development Finance Corporation. Select 
it.  Click Next to proceed. 
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 Step 7: This screen should only appear the first time you go through the process.  Click Select under the Financial 
Assistance column. 
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 Step 8:  Click No, for “Are you registering a government entity?” Click Next to proceed. 
 

 

 

 Step 9: Click No, for “Are you currently applying for or receiving federal financial assistance from the Department of 
Defense?” Click Next to proceed. 
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 Step 10: This is a Confirmation page. Click Next to proceed. 

 

 

 Step 11: This is also Confirmation page with additional information. Click Next to proceed. 
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 Step 12:  Validate that this is a unique registration by entering the legal name and primary address of your 
company/entity.  Leave the Doing Business as (Optional) field BLANK. Once you have entered the exact name and 
address. Click Next to proceed.  The system will take a few seconds where you will see a blank screen as it loads.   
 

 

  

Enter Legal Business Name as shown on documents. 

Enter Legal Street Address as shown on documents. 

Enter Legal Street Address as shown on documents. 
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 Step 13:  Check the box that you can provide document, if needed.  Click Next to proceed.  You will get a message 
that the system is searching millions of records looking for a match. 
 

 

 

 

If you recognize your entity in the list, click here to follow the next steps. 

If you don’t recognize your entity in the list, click here to follow the next steps. 
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You DO NOT Recognize Your Entity in the List 
 

 Step 14: If the system does NOT find your entity, you will need to upload the applicable documents to create an 
incident (help desk ticket).  Click the radio button in front of “I don’t recognize my entity in this list.” Click Next to 
proceed. 
 

 
 
 

  

Name and address hidden to 
protect data of a DFC client. 

Name and address hidden to 
protect data of a DFC client. 
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 Step 15: Enter the year of Incorporation. Click Next to proceed. 
 

 
 

 Step 16: Confirm your Entity Information. Click Next to proceed. 
 

 

  

Name and address hidden to protect data of a 
DFC client. 
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 Step 17: This is the step where you will need to upload the entity documents that show the same physical address 
you previously entered and the year of incorporation.  (For a list of preferred documents, click here (Entity 
Validation Document Requirements.)) 
 
The documents must be stamped by the appropriate filing authority and must be in English.  You can upload more 
than one document, i.e., the document in the foreign language that is stamped AND the translated document(s).  
You may want to provide some information if the legal business name, physical address, or incorporation date is 
towards the end of the document or hard to find.  Click Next to proceed. 
 

 

  

Name and address hidden to protect data of a 
DFC client. 

https://www.fsd.gov/sys_attachment.do?sys_id=70d349981b43655006b09796bc4bcbf7
https://www.fsd.gov/sys_attachment.do?sys_id=70d349981b43655006b09796bc4bcbf7
https://www.fsd.gov/sys_attachment.do?sys_id=70d349981b43655006b09796bc4bcbf7
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 Step 18: Once you clicked next, the system will submit an incident to the help desk.  A customer service 
representative will review the documentation you submitted.  You will receive an email stating you have submitted 
an incident with the incident number.   
 
Within five business days, you should receive a second email from General Services Administration Federal 
fsdsupport@gsa.gov.  This email will either 1) let you know that they have updated the entity information to match 
the documents you uploaded and that you can go to SAM.gov to restart the process OR 2) that they have questions 
about the information.  Please be sure to watch for emails from this address.  If they send an email with questions, 
and you don’t respond within five business days, they will close the incident, and you will have to upload the 
documents again. 
 

 
 

Once you receive the email(s) that the updates are complete, you will need to start the 
process over at Get Started. 

 
 

  

mailto:fsdsupport@gsa.gov


13 
 

You Recognize Your Entity in the List 
 

 Step 14: If the system finds your entity and the address is a close or exact match, click the radio button at the top for 
“I recognize my entity in the legal entities list.”  Click the radio button in front of the entity that matches. Click Next 
to proceed. 
 

 

  

Name and address 
hidden to protect 
data of a DFC client. 

Name and address 
hidden to protect 
data of a DFC client. 
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 Step 15:  If all the entity details are correct, select the radio button in front of “Yes, all details are correct.” Cllick 
Next to proceed.  (It is ok if the address does not match exactly, but is close.) 
 
If you need to update the physical address, click the radio button in front of “No, some details are incorrect.” Click 
Next to proceed to select what information needs updated, update the information, upload documents to show the 
new address and create an incident (to see the step uploading documents and creating an incident click here). 

 

 

 

 

 

 

  

Name and address hidden to protect data of a 
DFC client. 
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 Step 16:  Enter the year of Incorporation and the National Identifier, which could be a registration number, tax 
number, SWIFT Code, etc.  The National Identifier varies depending on the country of incorporation of the entity. 
Click Next to proceed.  

 

 

 

Hidden to protect data of a DFC 
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 Step 17:  Check the box that you Certify that you are authorized to conduct business on behalf of the entity, and 
click the Receive Unique Entity ID. 

 

 

  

Name and address hidden to protect data of a 
DFC client. 
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 Step 18:  It is a good idea to take note so you have a record of your Unique Entity ID (UEI).  You will also receive an 
email from General Services Administration with the UEI.  Since DFC’s clients are required to do the full registration, 
please click on the Continue Registration button below.   

 

  

  

Name and address hidden to protect data of a 
DFC client. 
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 Step 19:  SAM.gov has recently revised their roles.  The entity administrator can no longer be a third-party 
administrator.  A third-party is still able to enter all information and maintiain the registration through the data 
entry role, but can not be the official entity administrator and can not appoint additional entity administrators.   
 
You will need to select if you are an employee of the entity or not.   If you are an employee or officer of the entity, 
which is preferred, click that radio button, then check the box to certify that you are authorized to conduct 
transactions on behalf of the entity.  Click Next to Proceed. 
 
If you are not an employee or officer of the entity, but a third-party administrator, you will need to click that radio 
button.  You will then need to enter the contractual agreement dates with the entity (these do not have to be exact, 
but can be estimated dates you have been working with the entity) and enter the point of contact at the entity (this 
should be the individual at the entity that will be appointed the entity administrator at the end of the process), then 
check the box that you certify that you are authorized to conduct transactions on behalf of the entity.  Click Next to 
Proceed. 

  

 
 
 

  

Name and address hidden to protect data of a DFC 
client. 
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 Step 20: DFC’s clients (like all registrants that are only applying for financial assistance programs), must complete 
three sections to register:  1) Core Data, 2) Representations and Certifications, and 3) Points of Contact.   

Click Continue to proceed. 

 

  

1 

2 

3 

 

Data redacted to project client 
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 Step 21:  Enter Core Data – Business Information. Click Save and Continue to proceed.  
 

 

  

The system will automatically 
fill in the address you used 
when validating the company.   

Data redacted to project client 

 

In this top section, you only need to 
complete the first two fields.  
• Entity Start Date (MM/DD/YYYY) is the 

date the company was incorporated. 
• Fiscal Year End Date (MM/DD) is the end 

of the company’s fiscal year. Most 
companies use 12/31, but some may be 
different. 

If the company’s mailing 
address is different from the 
physical address, please enter 
it here. If not, click the “Copy 
Physical Address” button. 
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 Step 22:  Enter Core Data - IRS Consent.  This is for US-based companies only.  If you’re physical address is in the 
United States, please complete this page.  If you are an international entity, YOU DO NOT HAVE TO ENTER 
ANYTHING ON THIS PAGE.  Click Save and Continue to proceed. 

  

 
Data redacted to project client 
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 Step 23:  Core Data - General Information. There are only three fields that Non-US companies need to complete: 
Country of Incorporation, Entity Structure and Profit Structure. Click Save and Continue to proceed. 
 

 

 

  

Data redacted to project client 
 

Unless you are a US company that knows how 
the IRS categorizes your entity structure, 
choose “Other” for the Entity Structure.  Most 
DFC clients will answer “For-Profit 
Organization” for Profit Structure. 
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 Step 24:  Core Data – Financial Information. Non-U.S. based companies need to answer No for the credit cards 
method of payment and enter the entity name and mailing address under Remittance Address.  Click Save and 
Continue to proceed. 

 

 

 

 

 

 

 

They seem to be asking if the U.S. government 
can send you money via credit card.  DFC does 
not do that, so the answer is “No.”   

Non-U.S. companies should only enter 
information in the Remittance Address 
section at the bottom.  This page does not 
take information on non-U.S. bank accounts. 

U.S.-based companies should enter 
information for the U.S. bank account where 
DFC would wire funding as well as the 
Remittance Address information.   

 

 

 

 

 

 

 

Data redacted to project client 
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 Step 25:  Core Data – Revenue/Executive Compensation. Select No, then click Save and Continue to proceed. 
 

 

 

 

 Step 26:  Core Data – Proceedings Questions. Select No, then Save and Continue to proceed. 

 

Data redacted to project client 

Data redacted to project client 

 

It is highly unlikely that either of these two statements would be true for any DFC 
client.  Therefore, almost all DFC clients will answer “No” in the dropdown. 

 

 

 

 

 

 

 

 

If your company is 
solely a DFC client (i.e., 
it is not separately 
acting as a US 
government contractor 
or receiving large 
grants from another 
agency), the answer to 
this question will be 
“No.” 

If your company is a US 
government contractor 
or has received large 
grants from another 
agency, please consult 
your attorney on how 
to answer questions. 
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Step 27:  Review Core Data. SAM.gov will now give you the opportunity to review all the information you have enter so 
far (the page that you will be able to scroll down will be extremely long). Please note that it will indicate on the left if any 
section of the Core Data is incomplete (there will be a red “X” instead of a green check mark). Click Save and Continue to 
Proceed. 

 

 

 

 Step 28:  Representations and Certifications. All DFC clients will say “Yes” on this page, because DFC is a U.S. Federal 
financial assistance program.  Click Save and Continue to proceed. 

 

After you click “Save and Continue,” there will be an entire page of certifications and representations (see next 
page).  Some of these certifications and representations are not applicable to DFC’s clients.  If they are, please 
be assured that if you are executing contractual documentation with DFC, the requirements of that 
documentation will ensure that your company/entity is in compliance with these certifications and 
representations.  Please click the certification box, then Save and Continue to proceed. 

redacted 

Data redacted to project client 
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redacted redacted 

redacted 

redacted 
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 Step 29:  Enter Points of Contact. SAM.gov asks that you enter contact information for Accounts Receivable POC, 
Electronic POC and Government POC.  You will need to enter the First Name, Last Name, Email Address and Non-US 
Phone in the first section, then the same information in the second and third sections in addition to the company 
address.  You may enter information for the same person in each one.  Click Save and Continue to Proceed. 

 

 

The non-U.S. phone number (if the contact is not 
in the United States) is a little confusing.  Do not 
put a “+” sign in front of the number (which is 
common in some countries). Just start with the 
country code, and make sure to start with the 
first four digits, then put a dash, and then the 
remaining digits. 

 

You do not have to expand these or enter 
any information in the optional POCs. 

 

Data redacted to project client 
 

/ 

Once you enter the information in the 
first section, you can click the drop 
down, select “Accounts Receivable 

POC” then select the Copy button.  This 
will copy the information from the top 
section to this section and do the same 
for the next section.  You will need to 

add the address here and the 
Government Business POC section. 
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 Step 30:  Review and Submit. Once you have entered all required information, SAM.gov will ask you to do a final 
review of all data before submitting.  There is quite a bit of data, so you will scroll down a long page.  When you are 
finished, click the Submit button at the bottom.   

 

 

  

redacted 

redacted 
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 Step 31: You need to request a one-time password to submit the registration.  The password will be sent to your 
email. Click the Send Password button to proceed. 
 

 
 

 Step 32: Once you receive one-time password in your email, enter it here.  Click Confirm Password to proceed. 
 

 
 

 Step 33:  Confirmation. If Step 28 is successful, you will see a confirmation screen (see first picture below) and then 
receive an email (see second picture below) confirming that your registration has been submitted.   
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Confirmation of Registration Email 

 

 Step 34:  In 1-5 days, you will receive an activation email. Please forward this email to DFCHelpwithSAM@dfc.gov 
and the origination officer with which you are working.  You will then need to complete the last step, (Step 4 of the 
process) the Entity Administrator Letter.  Please refer to slide 10 in the SAM Registration User Guide. 
 

   

 

 
 

mailto:DFCHelpwithSAM@dfc.gov
https://www3.dfc.gov/DFCForms/Documents/Unique_Entity_ID_and_SAM_Registration_User_Guide_for_DFC_Clients.pdf
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