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WPI Offices located at:

Milwaukee County Research Park

10437 Innovation Drive, Suite 320

Milwaukee, WI  53226

414-270-3600     FAX:  414-270-3610

Juneau County Economic Development Corp.

122 Main St - Camp Douglas, WI 54618

608-427-2455    FAX:  608-427-2086

Western Dairyland EOC, Inc.

418 Wisconsin St. - Eau Claire WI 54703

608-427-2455    FAX:  608-427-2086

Fox Valley Technical College – DJ Bordini Center

5 Systems Drive – Appleton WI 54912

920-840-3771   FAX:  414-270-3610

Racine County Economic Development Corporation –

Launch Box

141 Main Street, Suite 2, Racine, WI  53403

414-270-3600     FAX:  414-270-3610

Madison Enterprise Center

100 S. Baldwin St., Madison, WI  53703

608-444-0047     FAX:  414-270-3610

Food Enterprise & Economic Development (FEED)

1219 N. Sherman Ave., Madison, WI 53704

608-444-0047   FAX:  414-270-3610

Wausau Region Chamber of Commerce

200 Washington Street, Wausau, WI   54403 

920-456-9990 FAX:  414-270-3610

www.wispro.org - info@wispro.org

Wisconsin Procurement Institute

http://www.wispro.org/
mailto:info@wispro.org


March 1, 
2016

Wisconsin Procurement Institute 3



March 1, 
2016

Wisconsin Procurement Institute 4



Three VERY IMPORTANT things to do as 
you begin to prepare to pursue the 
Federal market

• REGISTER AS A CONTRACTOR

• SAM (System for Award Management) 
www.SAM.gov

• ESTABLISH AN EFFECTIVE SMALL BUSINESS 
PROFILE

• Small Dynamic Business Search 
http://dsbs.sba.gov/dsbs/search/dsp_dsbs.cfm
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SAM (System for Award Management) 

www.SAM.gov

EVERY Federal contractor and grant 
recipient MUST be registered in SAM

• What is SAM?
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SAM (System for Award Management)

• A FEW TIPS BEFORE YOU GET STARTED

• USE GOOGLE CHROME OR MOZILLA FIREFOX – (both are free to download) - using Internet 
Explorer may cause functionality issues

• https://www.google.com/intl/en/chrome/browser/

• http://www.mozilla.org/en-US/firefox/new/

• Allocate enough time to the process of initial registration or updating of your information – each time 
you start the process, you will have to start from the beginning and confirm each screen from the beginning.  

• On the Point of Contact Screen – information may not be entered into the correct fields during the 
migration from CCR – must be verified.

• SAM IS FREE!!! – if someone attempts to charge you, 
contact WPI
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SAM (System for Award Management)

GETTING FAMILIAR WITH SAM

• Terminology 

• “Entity” – this is your business or organization within SAM 

• “Legacy System Account” – this is your old Central Contractor 
Registration (CCR) account (if applicable

• “User Dashboard” – the SAM “homepage”  once you log in –
this is where you will initiate updates and new registrations
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SAM (System for Award Management)
GETTING FAMILIAR WITH SAM

• Layout- New registrations and updates in 
SAM are broken out into four distinct 
sections for government contractors

1. Core Data: includes your business 
demographics, banking information, 
location, business type –IMPORTANT 
because this section will determine your size 
based on your NAICS

SAM will ask if you want to be OPT out of the 
public search. If your reason for registering in 
SAM is for GRANTS, it is recommended to OPT 
OUT of the public search. 

2. Assertions: includes NAICS and PSC codes 

3. Representations and Certifications: 
previously was ORCA – consists of a number 
of FAR clauses – need to read AND 
understand each

4. Points of Contact
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SAM for Grant Recipients

GETTING FAMILIAR WITH SAM

• Layout- New registrations and updates in SAM are 
broken into only two sections for grant recipients

1. Core Data: includes your business demographics, banking 
information, location, business type –IMPORTANT because 
this section will determine your size based on your NAICS

SAM will ask if you want to be OPT out of the public search. If your 
reason for registering in SAM is for GRANTS, it is recommended to OPT 
OUT of the public search. 

2. Points of Contact
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SAM (System for Award Management)

• What you need to get started
• DUNS number - http://fedgov.dnb.com/webform

• Banking information

• Account number

• Institution name

• Point of contact at the bank including phone and fax

• Tax information – EIN or SS

• Company name as it appears on your Federal Taxes – EXACTLY

• Information about your firm

• Number of employees

• Average revenue from past 3 years

• Year founded

• NAICS and PSC codes

• NAICS: http://www.census.gov/eos/www/naics/

• PSC: http://www.outreachsystems.com/resources/tables/pscs/

• Points of contact at your firm (2)
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SAM (System for Award Management)

• The REGISTRATION PROCESS

• New Entity Registration

• Update entity (still active)

• Reactivate Entity (inactive)

• (FOR ALL REGISTRATIONS:

• You MUST register for an INDIVIDUAL ACCOUNT with SAM 
FIRST. 

• Basic registration, but must have an active and correct e-mail 
address
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A Note on Updates

• Reminder e-mails are sent from sam.gov 90, 60, and 30 days 
prior to your registration expiring

• Look for the ‘@sam.gov’ ending to ensure it is a legitimate e-
mail

• Representatives from SAM WILL NOT call you to notify you of 
an expiring registration
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SAM (System for Award Management)

• Registering for an Individual Account 
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SAM (System for Award Management)
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Registering a New Business
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Registering a New Business
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Registering a New Business

March 1, 
2016

Wisconsin Procurement Institute 18



Migrating an Expired CCR Account
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Migrating an Expired CCR Account

March 1, 
2016

Wisconsin Procurement Institute 20



Migrating an Expired CCR Account
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Migrating an Expired CCR Account
• Notes:

• Easiest way to migrate an expired CCR account *IF e-mail is not working is to submit a 
help ticket to FSD: https://gsafsd.service-now.com/fsd-gov/

• Need to be registered on FSD

• Entity needs to provide a notarized letter:

• • Be on your company/organization letterhead, and be signed by your company 
President, CEO, or other authorized signature authority
• Contain your company/organization DUNS Number
• Contain the old CCR Primary and Alternate POCs’ name (if you know it)
• Contain the new Entity Administrator’s name, phone number, address and 
email address
• Provide a justification for the change
• Contain this statement above the signature block of your letter and insert the 
appropriate names where noted:
The purpose of this notarized letter is to verify the identity of [insert name of 
Entity Administrator]. [Insert name of Entity Administrator] affirms that he or 
she is an authorized officer, agent, or representative of [insert entity name, or, 
for individuals not representing an entity, say him/herself]. This letter will 
authorize [Insert name of Entity Administrator] to have access to the System for 
Award Management (SAM). SAM is a computer system managed by the Federal 
Government, and it is only accessible by individuals who are either authorized to 
represent a particular entity, or by individuals representing themselves. 
Accessing or using SAM, or information contained therein, for any unauthorized 
or illegal purposes, may have civil and criminal penalties, and may negatively 
impact the status of the SAM registration maintained on this entity. I, the below-
signed, attest to the accuracy of all information contained in this letter.
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SAM (System for Award 
Management)

A FEW NOTES ON SAM: 

• SAM is a relatively new system, so you may experience some functionality issues. Contact 
WPI if you need assistance completing your registration

• SAM is FREE – there are companies willing to charge to a substantial fee to complete 
your registration for you. HOWEVER, there are FREE resources to help you if you 
experience any issues

• The SAM update is broken out into four sections

• Core Data (company information)

• Assertions (codes)

• Representations and Certifications (previously ORCA)

• Points of Contact 
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SAM (System for Award 
Management)

A FEW NOTES ON SAM (cont): 

• Pay close attention to the Reps and Certs portion

• Make sure you understand what you are answering – this section is 
tantamount to a legal document – PENALTIES apply if you 
knowingly misrepresent your business in SAM – IF YOU ARE NOT 
SURE – ASK!

• At the end of your SAM registration, you will be asked if you want to register in or update 
your SBA profile

• Select YES

• Non-Profits do not have a Reps and Certs Portion to fill out 
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Dynamic Small Business 
Search & Finding 

Opportunities
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Dynamic Small Business Search (DSBS) –

Registration through SAM 

• DSBS is a searchable database maintained by the SBA, 
which allows small businesses to enter relevant 
information to their contracting efforts. It is used by the 
government as well as other businesses for market 
research purposes. 

• To update your information using the SBA 
Supplemental Pages, log into SAM 

• Select the Register/Update Entity link. Locate your current 
SAM registration record. 

• Select the option to update the record. On the left 
navigation bar, click on the section called SBA Certification 
followed by the page called SBA Profile. This will generate 
your link to the SBA Supplemental Pages. 
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Small Dynamic Business Search –

Registration through SAM 
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Small Dynamic Business Search 

http://dsbs.sba.gov/dsbs/search/dsp_dsbs.cfm

Why is it important for a Small Business to be visible and 
“locatable” in the SDBS? THIS IS WHERE FEDERAL AGENCIES 
AND PRIME CONTRACTORS SEARCH FOR SUBS / PARTNERS
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Small Dynamic Business Search (DSBS)

• The Dynamic Small Business Search is tied to the System 
for Award Management (SAM)

• Information that is entered into your SAM profile will be used to 
populate your DSBS profile

• HOWEVER; there are additional fields that you should 
update that are not automatically populated

• Capabilities Narrative

• Website

• E-mail

• Special Equipment/materials

• Bonding (if applicable)

• References
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Bidmatching

• The Wisconsin Procurement Institute offers a free BIDMatching
service

• WPI’s system searches International, Federal, State and Local 
procurement databases and emails you relevant solicitations based on 
information specific to you company 

• Sites searched:

• 42 International Sites

• 45 federal sites

• 2,011 state and local sites

• Contact Joe Smetak for assistance 

30

T
h

e 
W

is
co

n
si

n
 P

ro
cu

re
m

en
t 

In
st

it
u

te



March 1, 
2016

Page 
31


