Help Document: How to Obtain a Unique Entity
ID through SAM.gov

The information in this document was compiled by VT DEC from existing information published by SAM.gov
and fsd.gov and is intended as an informational resource. Obtaining a Unique Entity Identification number
(“UEI") is a federal requirement and necessary for recipients of certain loans and grants from the State of
Vermont. UEIs are obtained from SAM.gov, a federal agency. Please note that State of Vermont employees
are unable to assist with entity validation information or check into specific help tickets on your behalf due to
privacy concerns.
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Summary: This document is intended to guide you through the process of obtaining a unique entity
identification number, or “UEL” The information in this help document is pulled from various “Knowledge
Base” pages on fsd.gov.

The UEI was formerly a DUNS number until April 2022. If you have not signed into SAM.gov in some time,
your DUNS number may have automatically been converted into a UEI number if your registration has
remained active. If your DUNS or UEI registration has become inactive, click the “How do | update an existing
entity registration in SAM.gov” section above to renew your registration.
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How to Create a SAM.gov Account

Getting a SAM.gov user account or “signing up” means getting an account and setting up a profile on SAM.gov. User
account credentials are managed by login.gov, a service that allows you to sign in to many federal government
websites with one set of credentials.

You must sign up and sign in to your account to use many of the features of SAM.gov, such as getting a Unique Entity
ID, registering your entity, saving searches, following records, or viewing standard reports.

SAM.gov uses Login.gov to allow you to sign in to your account safely and securely. To create a SAM.gov user account
please follow the steps below:

1. Navigate to SAM.gov and click the "Sign In" button in the upper right corner.

EE An official website of the United States government  Here's how you know

SignIn
Home Search Data Bank Data Services Help
I I I ® Official U.S. Government Website
.E.SAM;,GOV '-._ F 100% Free

Select "Accept" to accept the US Government terms and conditions.

AU SAM.cov:

You must accept the U.S. Government System terms to sign into this website

This is a U.5. General Services Administration Federal Government computer system
that is "FOR OFFICIAL USE ONLY."
This System s subject to monitoring.
Individuals found perfarming unauthorized activities are subject to disciplinary
action including criminal prosecution.

Using another person's email address and password to access SAM is strictly
prohibited.

Keep your login infarmation confidential.

Cancel Accept


https://www.sam.gov/

2. At this point, you will be directed to login.gov. If you already have a login.gov account, log in using the
credentials you created. If you do not have a login.gov account, create one using the "Create an Account"
button.

‘_
e

sam.gov is using Login.gov to allow
you to sign in to your account
safely and securely.

€ SAM.gov only recognizes one email address on
Login.gov accounts. Adding email addresses to your
Login.gov account may cause your SAM.gov login to
fail.

Sharing your Login.gov password or using someone
else's Login.gov account violates the rules of use.

Email address

[ Show password
Password

l Create an account ]




The system will send a confirmation email to the address you used to create your account.

Check your email

We sent an email to —@vermonl.gov with a link to

confirm your email address. Follow the link to continue
creating your account.

Didn't receive an email? Resend

Or, use a different email address

You can close this window If you're done.

This email from login.gov may be in your junk email folder. Below is an example of what this email looks like.
Click the link in this email to confirm your account. In order to click the confirmation link, you may need to
move this email from your junk folder to your inbox.

Confirm your email

Login.gov <no-reply@identitysandbox.gc
T|:| o
olicy Junk Email (60
This sender no-rep dentitysandbox.gov is from outside your arganization.

Links and other functionality have been disabled in this message. To turn on that functionality, move this message to the Inbox,
We converted this message into plain text format.
Outlook blocked access to the following potentially unsafe attachments: logo.png.

EXTERNAL SENDER: Do not open attachments or click on links unless you recognize and trust the sender.




After clicking the link in this email or pasting the link address into your browser, create a password. Select at
least one appropriate authentication method to protect your account. You may choose to skip adding
another authentication method if you only select one.

Z= A DEMO website of the United States government Here's how you know ~

U LOGIN.GOV .&,SAM,GOV"

@ You have confirmed your email address

Create a strong password

It must be at least 12 characters long and not be a commonly
used password. That's it!

Password

[ Show password

Password strength: ...

Password safety tips +

« Cancel account creation

D LOGIN.GOV _Q_SAM*GOV’

Authentication method setup

Add another layer of security by selecting a multi-factor
authentication methed. We recommend you select at least (2)
two different options in case you lose one of your methods.

O & Security key

A physical device, often shaped like a USB
drive, that you plug in to your device.

O E Government employee ID

PIV/CAC cards for government and military
employess. Desktop only.

O D Authentication application

Download or use an authentication app of
your choice to generate secure codes.

O % Text or voice message

Receive a secure code by (SMS) text or
phone call.

O éi.? Backup codes
A list of 10 cedes you can print or save to

your device. When you use the last code,
we will generate & new list. Keep in mind
backup codes are easy to lose.



3. After you login or create your account, you will be redirected to SAM.gov to complete your account details.
You will be asked to agree to terms of service for SAM.gov.

Complete Your Profile

Congratulations! You have created a login.gov account that can be used to sign in to SAM.gov. You must also agree to our terms for
accessing SAM.gov and complete your SAM.gov profile.

Terms of Service

« Thelogin.gov account | created is associated with my own personal email address or an email address controlled by my
entity.

* |am agreeing to these terms on my own behalf and | am not representing someone else nor agreeing to the terms on their
behalf.

o | will not access SAM.gov with someone else's login.gov account, including someone else in my entity.

o | will not share my login.gov account password with anyone else for any reason, including other people in my entity.

o [flfail to follow these terms of service, my SAM.gov account may be disabled and | may lose access to my information in
SAM.gow.

D | agree to the SAM.gov User Access Terms and all Login.gov terms of service as a condition of accessing SAM.gov.

Next |

Cancel

Once you have accepted the terms, you can fill in your name (required) and phone number (optional).

Complete Your Profile

Next, complete the following fields. Unless marked as optional, all fields are required.

First Name

Last Name

Email Address

mgm ail.com

Business Phone (Optional)
Country Code is 1 for USA and North America

Country Code Phone Extension

1 ex: (555)555-5555 ex: 1234

‘ Cancel ‘




You also have the option to request a role in the system.

Request Role (Optional)

Note: If you know that you need a role, you may request it mow. All
fields are required to submit o request. You may also choose to skip
this step and reguest a role a later time.

Request Details

Entity Required
To be assigned additional roles and permissions for an organization,
you must be associated with an entity, Enteran Entity 1D {UEl or
CAGE) or Entity Name to find your entity.

Enter UEI, LEN, CAGE, DoDAAC, or Office Code M

Role Required
The following roles are available based on yvour profile. If you need
an administrative or other specialized role, reach out to your
administrator.

Select a Role v

Domain Required

You may select more than one domain, if appropriate.

Select a Domain A

Additional Details Required
Provide additional details about your position and why you need
the requested role to help vour administrator make the appropriate
role assignment.

Skip and Finish ‘




Once you have completed your account details, you will be redirected to your SAM.gov Workspace. If you
need to get a Unique Entity ID, select the Get Started button. If you need to renew or update your existing
entity, select the Renew/Update button.

Jump to the Signing into SAM.gov and Registering Your Entity section

Jump to the How do | update an existing entity registration in SAM.gov? section

B=  An official website of the United States government Here's how you know

U SAM.cov:

Home  Search DataBank  Dafa Services  Help

Workspace
Entities
Next Update Due:
0 0 0 |
Duein Mext 30 days: 0 Entity
Registrations
0 0 Lo )

Register Your Entity or Geta Unique  Renew/Update Your Entities

Entity ID
What da | need for registration? Select Renew/Update to go to your entity
workspace and renew/update your
entities.
How to renew or update an entity =
Get Started Renew/Update
System Accounts

@©@® & ® G

ACTIVE DRAFT CHAMNGE REQUEST PENDING DEACTIVATED



Signing into SAM.gov and Registering Your Entity

1. Signin or create an account at www.sam.gov.
2. Go to this page: SAM.gov | Register Entity V2
3. Select the “Get a Unique Entity ID Only” option, then click the Next arrow lower on the page:

Home  Search Data Bank  Data Services  Help

¢ Backto Workspace

What do you want to do?

Choose what you need and we will show you what information to prepare.

O Register for Financial Assistance Awards Only

« To apply for grants and loans as described by 2 CFR 200. 5

/en

+ Includes getting a Unigue Entity ID and entity registration.

O Register for All Awards

+ To bid on federal contracts and other procurements,as described g@;

by the Federal Acquisition Regulation (FAR). 3
« To apply for grants and loans as described by 2 CFR 200.

O Get a Unique Entity ID Only

« May be required to report subawards, such as federal
subcontracts or sub-grants

+ You will get a Unigue Entity ID. This is NOT an entity registration.

What's the difference between getting a UEl only and registration 2

4. For a checklist of items that you’ll need for getting a UEI, download the guide lower on the page:

r: é What do | need for registration?
Download our guide.

Download

Is your entity based outside of the United States?

If you are registering an entity based outside of the United States, you must get an
NCAGE Code before starting a registration. Go to NCAGE Request [ to submit a
request.

& %

Previous Cancel Next


http://www.sam.gov/
https://sam.gov/workspace/em/getstarted

5. Enter your entity information on the next page:

Enter Entity Information
Enter your current, correct legal business name and physical address, then select Next.
Legal Business Name

If you are acting on behalf of a limited partnership, LLC, or corporation, your legal business name is the
name you registered with your state filing office.

Doing Business As (Optional)
Doing business as is the commonly used other name, such as a franchise, license name, or acronym.
Leave blank if not applicable.

Physical Address
Your physical address is the street address of the primary office or other building where your entity is located. A post office bax may

not be used as your physical address.

Country

Street Address 1

Street Address 2 (Optional)

ZIP Code

City State | Territory (i)

< X

Previous Cancel MNext



6. Validate your Entity by providing official documentation:

o_o_o- 4 5 6
Get Started Enter Entity Data Start Validation Complete Validation Get Unigue Entity 1D Start

Registration

You Are About to Validate Your Entity

What is validation? (©)

The information you provide here will be used throughout the federal government. Make sure that your
information is current and correct.

Before you get started, make sure you can officially document your entity’s

¢ Legal business name ¢

* Physical address 4 (no P.O. boxes or virtual offices)
* Start year (s

* National identifier 3 (non-U.S. entities only)

* Country or state of incorporation, if applicable

Some entities may need to provide documentation to complete validation, which
will take additional time to process.

D I'can provide official documentation, if necessary, to validate my entity.

%ﬁ' Are you prepared for validation and registration?

Download Guide

> x.

Previous Cancel  Next

Official documentation includes information to prove the legal business name, physical address, and
incorporation information:

Recommended documents® to prove your legal business name, physical address,
and incorporation information:

= Certified articles of incorporation/formation

= Certified business filing from your Secretary of State’s office

= Employer Identification Number (EIN) assignment letter from the IRS
= Recent bank statement (redacted, less than five years old)

= Recent utility bill (less than five years old)

* Miew this comprehensive list of acceptable documents g, if you do not have one

listed above. You may submit one or more documents to provide all the required
information.

Close



7. The system will attempt to find your entity. Select an option based on if you see your entity in the list provided:

o_o_o- 4 5 [3
Get Started Enter Entity Data Start Validation Complete Validation Get Unique Entity ID Start

Registration
Review Entity Information

- Select an Option

O I recognize my entity in the legal entities list. O I don't recognize my entity in this list

If some details are not correct, you can update them. Select Next to continue.

LEGAL ENTITIES LIST WHERE DO THESE RESULTS COME

FROM?

Showing Top Results

M-N-K MAINTENANCE & REMODELING, LLC
32034 HELM 5T

DAGSBORO, DE 19939-3817

USA

Corporate

< X

Previous Cancel  Next
8. If you do not recognize your entity, enter some more details about your entity on the following screen:

Enter Incorporation Information

Start Year

YYYY

State of Incorporation

Start Year could be

= your year of incorporation

s your "established date”

* the year you legally began doing business

= the year you received your employer identification number (EIN)

State of incorporation could be where

* you incorporated your organization
= you filed your certificate or articles of formation

= your organization is located, if not incorporated

£ (X

Previous Cancel  Next



9. Confirm your entity information:

Confirm Entity Information

¥YOU ENTERED

MNK ‘Year of Incorporation
2008

1 Mational Life Drive
Montpelier, Vermont 05604 State of Incorporation

UNITED STATES
Vermont

If update is correct select Next. If you need to further revise the details, select Previous.

< X

Previous Cancel Ex



10. Attach the official documentation you gathered earlier so that the system can verify your entity. The
documentation must be on the list of acceptable forms of entity identification:

Get Started Entar Entity Data Start Validation Complate Validation Get Unigue Entity 10 Start
Registration

Document Your Entity Details

- Review Requirements

View this list of acceptable documents to understand the
reguirements.

YOU ARE DOCUMENTING

MME Year of Incorporation
2003

1 National Life Drive

MontpelierVermont 05604 State of Incorporation

UMITED STATES Vermont

B2 Attach Documents

You must attach one or more official documents that prove each of the items listed. A check here confirms you
hawe provided proof for the required item.

#® Legal business name and physical address in the same document
» Legal business name and U5, state of incorporation in the same document
®  Legal business name and start year in the same document

The documents you provide may additionally include:
®  Legal business name and doing business as name in the same document

Add Decument

- Provide Details (Optional)

Please provide additional context for your specific situation, if necessary.

4
500 characters allowed




In step 2 of the photo above, you must select the type of document you are attaching:

- Attach Documents

You must attach one or more official documents that prove each of the items listed. A check here confirms you
have provided proof for the required item.

H Legal business name and physical address in the same document
#8  Legal business name and U5, state of incorporation in the same document

®  Legal business name and start year in the same document

The documents you provide may additionally include:
H Legal business name and doing business as name in the same document

Showing 1 to 2 of 2

I- Document Document Type
fad EVS Sample Articles of L
Documents.pdf incorporation/organizat
158543 KB Delete
Includes:
» Legal business name and physical
address in the same document
L Document Document Type
fad EVS Sample Certificate of Update
Documents.pdf formation/organization
158943 KB Delete
Includes:

» Legal business name and doing
business as name in the same
dooument

Add Document

IMPORTANT NOTE! You must provide documentation that provides information that proves each of the 3 bullet points
listed in Step 2: Attach Documents. This information can be in a single or multiple documents, depending on what
documentation you have available.

Add Document

Select a Document Type

This field is required

This document includes the following. Select all that apply.

D Legal business name and physical address in the same decument

I::] Legal business name and doing business as name in the same document
[:[ Legal business name and L.5. state of incorporation in the same document

{:t Legal business name and start year in the same document

Select Document

Dirag file here or choozs from folder

Cancel I 1 g




11. After attaching your documentation, click next. Your entity documentation has submitted and you will receive a
reference number, also called a “FSD Number” (the reference number is not your unique identification number).
Next, SAM.gov will review the documentation.

o_o_o- 4 5 [
Get Started Enter Entity Data Start Validation Complete Validation Gel Unique Entity 1D Start

Registration

&
Entity Documentation Submitted
Reference Number gn

INC-GSAFSD8044636

SAM.gov will review your documentation and contact you if we have any questions. Read this article (3to learn
muore about what happens next.

Please do not submit any documentation for your entity at FSD_gov. All documents must be submitted here at

Go to Workspace

12. Read the next section to see what happens after you submit your verification documentation.



What happens after | submit my entity validation
documentation?

After submitting your documents in SAM.gov, we will review your documentation. Once reviewed, we will contact you
by email from General Services Administration Federal, fsdsupport@gsa.gov.

We will provide instructions on one of three (3) actions you must take:

documentation

Our review result Where to go What to do
You MUST go back to SAM.gov and complete additional steps. Your entity is
NOT validated until you have gone back to SAM.gov, restarted the
We accept your L .
SAM.gov validation process, and selected your correct name and address from the list

a final time. See My entity information has been updated. What happens
next? (KB0058397)

We have questions
about your
documentation

FSD.gov > My Incidents

Review the ticket and provide your answers within 5 business days.
See How do | ask or respond to a question on my entity validation ticket?

(KB0061458)

We need additional
documentation

First go to SAM.gov to
submit additional
documentation. Then
go to FSD.gov > My
Incidents

Review the ticket and go to SAM.gov to attach requested
documentation within 5 business days. See How do | add
documentation to my entity validation incident after it has been

created in SAM.gov? (KBO057690)

Be sure to return to your FSD.gov ticket to let the agent know you
provided your documentation. See How do | ask or respond to a
guestion on my entity validation ticket? (KB0061458)

The only way to communicate with the customer service agent handling your ticket is through your ticket; do not call or

chat.

When you are instructed to go back into SAM.gov to validate your information again

It is critical that you follow the instructions found at KB0058397 (or see this article below). Regardless of your situation,
you must go through these steps:

Enter your legal business name and physical address again on SAM.gov.

2. Onthe "Review Entity Information" page, you should find an exact match in the Legal Entities List for your
entity's name and physical address.

3. Select "l recognize my entity," select the entity in the list, and select "Next."

4. Proceed with the rest of the process.

What Not to Do

¢ Don't keep making tickets for the same entity. You make a ticket by trying to validate and submitting
documentation. If you've done that once for your entity, don't do it again. You should only create a new ticket if
your old one was closed and your validation issue was not resolved (KB0061459).

e Don't open a ticket directly at FSD.gov about entity validation.



mailto:fsdsupport@gsa.gov
https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0058397
https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0058397
https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0061458
https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0061458
https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0057690
https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0057690
https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0057690
https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0061458
https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0061458
https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0058397
https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0061459

e Don't call or use the chat at FSD.gov for entity validation issues. The agents cannot help with validation issues
over the phone or chat. The specialists who handle entity validations are on a different team that can only
communicate with you through your FSD ticket.

Example EVS Help Desk Email for Missing/Unacceptable Documentation

Hello,

We reviewed the documentation you submitted and you need to take action within 5 business days. Your
documentation was not an acceptable type of documentation.

***please upload additional documentation in SAM.gov within 5 business days, or your ticket will be automatically
closed.***

View the comprehensive list of acceptable documents at https://go.usa.gov/xuSVt

You may submit one or more documents to provide all the required information.

To upload documentation:

1. Sign in to SAM.gov. Select the "Workspace" link at the top of the screen.

2. Select the "Entities" link at the top of the box.

3. Find your entity with the "FSD Incidents" button in the list.

4. Select the "FSD Incidents" button to see the incident number (it will look like INC-GSAFSD1234567).
5. Make sure the incident number matches the incident number on this message.

6. Select the "View" button next to the incident number.

7. Select the "Add Document" button in section 2 to add documentation of your correct entity information. Select the
type of document you are adding and use one or more checkboxes to say what information is in the document.

8. Add more documents as needed.
9. When you have documented everything you need to, select Submit.

10. You have now added your documentation, but you are not yet done.

Go to FSD.gov and sign in with the same email address and password you use at SAM.gov.
1. Find "My Incidents" at the top of the screen and select it.
2. Select the incident number on this message.

3. In the box under the incident number and short description, enter "l have added documentation for my correct
information."

4, Select "Send."

5. You are done for now. Wait to hear from us again via email.



Please respond to this email with any questions. Thank you.
EVS Help Desk

This is an official message sent by the SAM.gov Entity Validation Service (EVS) on behalf of the U.S. General Services
Administration.

You can view all the details of the incident by following the link below:
Take me to the Incident
You will be required to log into FSD.gov to view the status of your tickets.

Thank you.

NOTE: Please do not attach documents containing Personally Identifying Information (Pll), Controlled Unclassified
Information (CUI), or other sensitive, unsolicited information to your FSD Tickets or reply to this email attachments
containing such data. All Entity Validation Data must be submitted via SAM.gov.



My entity information has been updated. What
happens next?

Now that the entity validation service (EVS) has updated your information, you must return to SAM.gov and finish
registering or getting your Unique Entity ID (UEIl). For steps on how to complete the next task, follow the instructions

below under the appropriate heading.

NOTE: For information on what your Entity Status means refer to KB0029911.

To View Your Entity Status

1. Navigate to SAM.gov and sign in.
2. Using the link in the subheader menu, go to your "Workspace."

[ Requests &2 Notifications B3 Workspace [3) Sign Out

3. Select "Entities" to go to your "Entities Workspace."

Entities

4. Scroll or use the filters to locate the entity you need to register.

My Entity Status States "Pending ID Assignment" and | Just Need a UEI

If your entity record in SAM.gov states "Pending ID Assignment," follow the steps below.

From your "Entity Workspace," select "Get Started."

2. Go through the process of getting a UEI This is the same process as before, but this time, you should see an
exact match for your entity's name and physical address. Refer to KB0O050995, for a Quick Start Guide on getting

a UEI.

My Entity Status States "Pending ID Assignment" and | Need to Register in SAM.gov

Click here (KB0051214) if you are unsure of the difference.

1. Complete all required sections of registration in SAM.gov.


https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0029911
https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0050995
https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0051214

NOTE: Refer to KB0O038643 for steps to register a new entity on SAM.gov. Refer to KB0039524 for frequently
asked questions regarding entity registration.

2. Ensure you have completed and reviewed each section of registration [Core Data, Assertions (for all awards
registrations), Representations & Certification, and Points of Contact (POCs)] to submit your registration for
processing. See our checklist to help prepare for the process.

3. When you have finished, select "Submit."

My Entity Status States "ID Assigned" but | have a "Validation Required" alert

And entity record status of "ID Assigned" means that you have your Unique Entity ID. If your entity has a
"Validation Required" alert, follow the steps below.

1. Select "Validate Entity" from the Actions Menu (the three vertical dots) to complete the Entity Validation
process. You should find an exact match for your entity's name and physical address.

' & validation Required ()

2. Determine whether you need to complete a SAM.gov registration:

e If you are a subawardee or other who does NOT need to complete a SAM.gov registration, there are no
further steps to take after you have been successfully validated.

e If you need to register your entity in SAM.gov:

a. Select "Register" from the entity's Actions Menu (the three vertical dots) in your Entities

Workspace.
Show Workspace For _
NeniFederal Entites L, [rets 2 > Expiration Date Ascending ¥
Non-Federal Entities LLC ® IDAssigned ‘
Actions
Unique Entity 1D: Physical Address:
. E View Record

Filter By -

Update

Search by Keyword v

b. Complete all required sections of registration in SAM.gov.

NOTE: Refer to KB0038643 for steps to register a new entity on SAM.gov. Refer
to KB0039524 for frequently asked questions regarding entity registration.

c. Ensure you have completed and reviewed each section of registration [Core Data, Assertions
(for all awards registrations), Representations & Certification, and Points of Contact (POCs)] to
submit your registration for processing. See our checklist to help prepare for the process.

d. When you have finished, select "Submit."


https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0038643
https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0039524
https://www.fsd.gov/sys_attachment.do?sys_id=fbe8cc081ba75510cc45ea04bc4bcbce
https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0038643
https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0039524
https://www.fsd.gov/sys_attachment.do?sys_id=fbe8cc081ba75510cc45ea04bc4bcbce

My Entity Status States "Work in Progress"

If your entity record in SAM.gov states "Work in Progress" (WIP), you can continue your registration where
you left off. However, if your WIP displays an incorrect entity name or physical address, please follow these
instructions (KB0062898) to delete the WIP registration.

1. Return to your Entities Workspace and restart the validation process by selecting "Update" from the entity's
Actions Menu (the three vertical dots).
Enter your legal business name (KB0058175) and physical address (KB0058176) on SAM.gov.

When you find your exact match in the legal entities list for your entity's name and physical address on the
"Review Entity Information" page, select the "l recognize my entity" option.

Select the entity in the list.
5. Click "Next."

Review Entity Infarmation

[ JEEEPER ST

L)

O
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6. Enteryour entity's start year and state of incorporation.
NOTE: Entities based outside of the United States will enter a national identifier.

Confirm your information and receive your validated UEI.


https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0062898
https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0062898
https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0058175
https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0058176

Confirming Updated Entity Details

1. Navigate to the entities Workspace and select "Renew/Update."

Register Your Entity or Get a Unique  Renew/Update Your Entities
Entity ID

What dol need forrepistrabion? Select Renew/Update to go to your entity

workspace and renew/update your
entities.

How to renew or update an entity .

Get Started Renew/Update

2. Review details displayed for selected entity.

What Happens Once | Submit My Registration?

When you submit your registration, the Internal Revenue Service (IRS) will verify your name used to file with
the IRS and your taxpayer identification number (TIN), which could be your employer identification number
(EIN) or your social security number (SSN).

Next, the Defense Logistics Agency (DLA) will review your information to determine if you have or need to be
assigned a Commercial and Government Entity (CAGE) code. NOTE: It can take up to 10 business days for
these additional steps to occur.

If your entity fails these reviews, your government business point of contact will receive an email notification
with instructions to update your information and resubmit your registration. Please ensure that this person
monitors their email, including their spam or junk folder, during this time.

Please note that while SAM.gov interfaces with the system that process these additional reviews, we are not
directly involved in their procedures or resolving issues with their reviews.



How do | ask or respond to a question on my entity
validation ticket?

Your entity validation ticket has two components: a ticket (or incident) with the Federal Service Desk (FSD),
which is used for tracking your issue and communicating with you, and the SAM.gov documentation you
provided.

If the entity validation agent asks you a question in your FSD ticket, you will receive an email letting you know.
To respond to the question, go to fsd.gov and sign in using the link at the top of the page.

FSD.gov, like SAM.gov, uses login.gov to sign you in to your account. Use the same email address and
password you use to sign in to SAM.gov to sign in at fsd.gov.

Once you are signed in, the top menu on the site will have a link labeled “My Incidents.”
My Incidents @)

When you select that link, a list of your tickets (open and closed) will appear. Select the ticket you want to
respond to. This will open the ticket.

Home > INC-GSAFSD

Address Mismatch Reference Number: P

]
L]

In the ticket display, there is a text entry area under the ticket name and reference number. You can type a
message to the entity validation agent here. Select the “Send” button when you are done.


https://www.fsd.gov/

How do | update an existing entity registration in
SAM.gov?

Note: If your SAM.gov Entity Administrator is no longer with the entity or there is not an Entity Administrator
associated with the registration, please create a user account and submit a Notarized Letter (KB0016652) to

gain access to update the existing registration.

To update your entity's registration, follow the steps below:

e Navigate to SAM.gov and sign in via login.gov.
e Navigate to your SAM.gov Workspace (the link is in the subheader menu).

e Inthe Workspace, find the "Entities" widget.

(2 ) (1) 4 5
ACTIVE WORK IM PROGRESS SUBMITTED ] PEMDING ID
REGISTRATION REGISTRATION REGISTRATION ASSIGMED ASSIGMMENT

Select the number above “Active” to display a list of your active registrations, or select the title of the widget to

view all of your registrations.
Locate the entity record you want to update, select the three dots near the expiration date (the Actions menu),

and select “Update.”

Mar 23, 2023

Actions

View Record

Deactivate

View In Hierarchy

You will be asked “What would you like to update?” Select to update/renew your entire entity registration, and

select "Next."


https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0016652
https://www.sam.gov/

e You will be prompted to validate your legal business name and physical address.

o SAM.gov will search the entity validation service's data for a match to your entity. See the section above
or this article on entering your entity information and checking the search results (KBO060385). Submit
documentation of your entity information if needed and then restart the update process.

e Proceed through the validation process. For more information on validation, see this article (KB0058402).

e Once you have completed validation, continue to update your registration. Review each section and, if needed,
update the information.

o Update the Core Data section.
o Update the Assertions section.

= Not required if registering for federal assistance opportunities only.
o Update the Representations and Certifications section.

o Update the Points of Contact (POCs) section, including optional POCs.

=  You may remove optional POCs if they are no longer relevant.
e If you qualify as a small business, update your information in the Small Business Administration’s (SBA) Dynamic
Small Business Search (DSBS) or apply for a small business certification via the SBA Supplemental page.

e Select “Submit.”

e Review, then confirm your submission.

Once you have submitted the update, you cannot make changes until the submitted registration is processed,
or if a validation step fails.

Allow up to 10 business days after you submit your registration for it to become active in SAM.gov and an
additional 24 hours for that registration information to be available in other government systems. You may
quickly view your registration’s status using the SAM.gov Status Tracker. Your record will become active in
SAM.gov once your TIN is validated by the Internal Revenue Service (IRS) and your CAGE or NCAGE code is
validated or assigned by the Defense Logistics Agency (DLA), if applicable. Please watch your email, including
your spam or junk folder, for messages from the IRS or DLA during this time. You will get an email from
SAM.gov when your registration becomes active.

If you notice your registration has a status of Submitted for 15 business days or longer, and have not
otherwise been contacted by the IRS or DLA to correct or update information, please contact the Federal
Service Desk.


https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0060385
https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0058402
https://sam.gov/content/status-tracker
https://www.fsd.gov/
https://www.fsd.gov/

FAQs: How to renew or update an entity

Here are some FAQs from other pages on fsd.gov that can help you learn how to update your entity’s
information when it changes or when it’s time for your annual renewal.

No v s~ wbhe

How to become the new entity administrator for your entity
What to do if you forgot your MPIN
How to update your registration (also see previous section in this document)

How to update financial information

How to update entity POC information

Next steps after updating entity’s legal business name at SAM.gov

Quick start guides for entity registration



https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0016652
https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0017330
https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0016307
https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0016842
https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0017552
https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0016831
https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0029897

Entity Validation Documentation Requirements
(See the next page)



Entity Validation Documentation Requirements

Instructions:
e For proof of name and/or address, choose document(s) from List A. At least one document must have both your full, correct legal business name and current, correct physical address.
e For proof of your entity start year and state, choose document(s) from List B.
e For proof of your national identifier (international entities only), choose a document(s) from List C.

List A - Name and/or Address

List B - Start Year and State of Incorporation

List C - National Identifier (international only)

Most Commonly Used Documents:

Articles of Incorporation/Organization/Formation (if stamped as filed with an authority)

Bank Statements* (redact information that isn’t necessary for validation)

Certificate of Formation/Organization (if stamped as filed with an authority)

Department of Treasury IRS letter assigning your EIN

Secretary of State Certificate of Filing

Screenshot/PDF file of your business profile* in your state’s online business registry or Secretary
of State website (must be current registration and must include the registry URL)

Utility Bill* (water, gas, or electric only)

Other Documents You Can Use:

Bylaws for your company (if stamped as filed with an authority)

Certificate of Good Standing* issued by your state to your business that contains date of
incorporation, organization, or establishment

City Business Tax Certificate*

Department of Treasury IRS Tax Exemption Status Letter*

“Doing-business-as” or DBA document (if stamped as filed with an authority)

Driver’s License (for sole proprietors or individuals doing-business-as only; must be non-expired
and have your exact name)

IRS Form 8822-B or Form 990 for address change (filed only)

IRS forms marked as received by the IRS or processed by a CPA or e-filing software (e.g., Form
1040 with schedule C for sole proprietors)

IRS Form 1099* if you are the recipient (not the filer)

License to Operate* (issued by city, state)

Limited Liability Company Articles/Articles of Amendment (if stamped as filed with an authority)
Partnership documentation (if stamped as filed with an authority)

Passport (may only be used by sole proprietors or individuals doing-business-as where the
physical business address is on the passport; must be non-expired and have your exact name and
address. Passports without addresses or with addresses that are different than your physical
business address cannot be used)

Share Certificate

State Sales and Use Tax Permit*

Tax invoice* (federal, state, local, international)

Town charter, documentation from state governments for town’s formation; Governor’s
declarations; formal resolution from town council establishing office.

Most Commonly Used Documents:

Articles of Incorporation/Organization/Formation (if stamped as filed
with an authority)

Certificate of Formation/Organization (if stamped as filed with an
authority)

Department of Treasury IRS letter assigning your EIN

Secretary of State Certificate of Filing

Screenshot/PDF file of your business profile* in your state’s online
business registry or Secretary of State website (must be current
registration and must include the website URL)

Other Documents You Can Use:

Bylaws for your company (if stamped as filed with an authority)
Certificate of Good Standing* issued by your state to your business that
contains date of incorporation, organization, or establishment
“Doing-business-as” or DBA document (if stamped as filed with an
authority)

IRS forms marked as received by the IRS or processed by a CPA or
e-filing software (e.g., Form 1040 with schedule C for sole proprietors,
only if it contains your business start date)

Limited Liability Company Articles/Articles of Amendment (if stamped
as filed with an authority)

Partnership documentation (if stamped as filed with an authority)
Town charter, documentation from state governments for town
existence; Governor’s declarations; formal resolution from town council
establishing office, if it contains the date your entity began

e Screenshot/PDF file of your business profile* in your
country’s official online business registry (must be
current registration and must include the registry URL).
Do not submit screens from U.S. federal websites.

e Government-issued proof of tax identification number,
employer identification number, or other identifier
issued by your government.

e Government-issued tax receipt/return

® Passport (for sole proprietors or individuals
doing-business-as only; must be non-expired and have
your exact name and address)

Allinternational documents must have a satisfactory English

language translation attached.

Your documents must show your entity information exactly as you entered it in the Enter Entity Information screen on SAM.gov. Documents in List A and List B with an asterisk (*) must be 5 years old or less.

Revised December 2022


https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0055230
https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0055230

Examples of Acceptable and Unacceptable
Documentation for Entity Validation

(See the pages below)



Sample Documents for Legal Business Name and Physical Address

Acceptable for:

v" Legal business name

v Physical address

v" Shows it was officially accepted by an
authoritative source (e.g. a seal, stamp, etc.)

. wation DD
Electronic Articles of Organization EILED 800 AM

. T L February 25, 2014
Florida Limited Liability Company §iate
Article I
The name of the Limited Liability Company is:
ACME, LLC
Article IT
The street address of the principal office of the Limited Liability Company is:
123 Main St.
Anytown, FL
12345

The mailing address of the Limited Liability Compun&@

Arti @
The name and Florida street addv%%&cgislcmd agent is:

Having been named as registered agent and to accept service of process for the above stated limited
liability company at the place designated in this certificate. I hereby accept the appointment as registered
agent and agree to act in this capacity. [ further agree to comply with the provisions of all statutes
relating to the proper and complete performance of my duties, and I am familiar with and accept the
obligations of my position as registered agent.

Registered Agent Signature: —

Unacceptable Documentation

x Does not contain both legal name and physical
address

x Does not show evidence of official acceptance

v Contains legal business hame

CORPORATE BYLAWS
of

ARTICLE 1
Company Formation

1.01.  FORMATION. This Corporation is formed pursuant to the the laws of the State of
1.02. CORPORATE CHARTER COMPLIANCE. The Board of Directors (the “Board”)

acknowledges and agrees that they caused Articles of Incorporation to be filed with the relevant
state authority and all filing fees have been paid and satisfied.

corporation shall be as stated in the Articles o
the registered office may be changed fro
statement of acceptance from the Corporat

1.03. REGISTERED OFFICE & REGISTERED AiENT. The registered office

Tip: For this to be an
acceptable document for
legal business name, it
would need to include
both the legal business
name and physical
address and have a seal
or other proof that it was
filed with an authority.

1.04. OTHER OFFICES. The Corpa

1.05. CORPORATE SEAL.
their choosing. The adopti¢

and use of a corporate seal i

1.06. PURPOSE. This Corporation is formed to engage in any law’

1.07. ADOPTION OF BYLAWS. These corporate by

ARTICLE 2

Board of Directors

2.01. INITIAL MEETING OF THE BOARD. The Boar:
meeting necessary to begin the business operations of the Corporati
of these Bylaws.




Sample Documents for Legal Business Name & Physical Address

Acceptable for:
This is an approved document type

v" Legal business name

v" Physical address (if it’s the same as the
Service Location on this sample statement)

Unacceptable Documentation

x Even with the correct information, leases are
unable to be verified and are not considered
an acceptable form of documentation.

probioi [Busumoary |
Bill S
» Account Number 9999999999 S m—

Retun only this portion with your check made payable 1o ComEd. Please write your account number on your check.

P Electric Usage » Transmission Services Charge (959kWh X 0.01353 2651
Month » kwh P Purchased Electricity Adjustment e 9.80
Feb-21 1584
Mar-21 1675

Name CCOMED COMMERCIAL CUSTOMER | Previous Balance $301.63
Visit ComEd.com : Service Nr.oab-em 91902 :;m STCHICAGO » | Total Payments - Thank You $301.63
P Phone Number 9999
:"“IT"' J Outagy »  Amount Due on February 15, 2022 $332.82
1.877.4COMED1 (1.877.426.6331)
Espafiol
‘MDSLUCES(!BODDSSOR?) » tssue Date January 31, 2022
Hearing/Speech Impaired
1.800.572.5789 m’v;
Meter Information
Read | ) Meter » ;m » m'm P Meter Readng ;uw ¥
Your - ?;: | Number | ype | _Tpe | Prevous Present Ofference | b X Usage
13-Month Usage (Total kWh) \hy | 999999699 | General Service Total kWh | 77101 Actust 79060 Actual 1959 1 195
280 1225 | 999999999 | General Service OnPKIW | 0.00 Achust 1082 Actusl 1082 1 082
1225 | 999909999 | General Servioe OFPXIW | 0.00 Actua 11,97 Actual nar 1 "
s
Service from 12/29/2021 to 1/31/2022 - 33 Days » Commercial Demand - 0 to 100 kW
°
FMAMJJASONDJF Electricity Supply Services $164.08
) Electricity Supply Charge 1959kWh X » 0.08522 12177

Apr21 1505 Delivery Services - $116.19
May-21 1555

n21 1286 » Customer Charge, 17.32

21 2142 » Standard Me! 575

Avg21 2344 » Distributio 1082kW X 8.38000 9067

Sep-21 2143 1959kWh X 0,00125 245
o2 2%
Now-21 1674

Dec21 1630 $52.55
Jan-22 179

Feb22 1989 v 1950kWh X 0.00053 104

» Renewable Portfolio 1950KWh X 0.00502 983

Average Daily DZuoEmu-onsmum 1.950kWh X 0.00195 382

Month Billed KWh| Temp. ) » Energy Efficiency Programs 1950kWh X 0.00363 ™

Last Yoar 84 » Energy Transition Assistance 1959kWn X 0.00082 161

Last Month 514
orr_| "‘L B D ey Choless vior (continued on next page)

GSA

COMMERCIAL

LEASE AGREEMENT

Rev. 133A0C8

This Commercial Lease Agreement (this “Agreement’) is made this
za by and between , an entity with its principal place of

mmmlmdwu

a) Description

ormmulummmd in the cit

INTIAL
lal
133A0C8)

b) Size of Premises. The Demised Premises

of Premises. The Demised Premises

shown on the property map atiached as

basis for the use of such parking privileges.

DATE

(Rev.

agrees that Tenant, including its guests, employees, agents,
and customers, has the rigiht to use any of the parking space(s) locatedinthe _______.
Tenant acoepts and understands that parking privileges granted are personal fo the Tenant and
such parking privileges may be assigned or sublet. Tenant will pay Landiord a fee of

Tip: Even if a contract
has the correct
information, it has to
be on the list of
Acceptable Documents
to be accepted.

1/16
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Sample Documents for Start Year and State of Incorporation

Acceptable for: Unacceptable Documentation
v This is an approved document type x Even with the name of the city entity and the
v Legal business name year on the sign, this is not officially certified
v State where your business is established documentation so it is not an approved
v" Year you started receiving income document for this criteria.
- 990 |m Retumn o: ?rg‘::::::on Exempt From Income Tax '%;";”
e -
lax year beginning 1001 , 2019, and ending 09/ . EC(IO
VOID CORRECTED . ?% — nmm&mw
Z‘S:;"T.?:m’”""”" ey, 20 |V Penls o, 15450113 :':.S‘:::tos‘:;;;wumlmmwnmq |mwm/wl. E Telophone number
R 21 Ton D, 2003 o
ABC Corp: ] N e e
— "":’_”:ﬁ_m T CJ50W0( )4 tmsentro) [ 4047y or [J527 |¥°No. atach a s, (see instrctons)
s s Copy1 || T e Dloves e T Taae =
PAYER'S TR RECPWENTS TN For State Tax
Sevarons || zmors e or o e s

123456788 887654321

fthe organization discontinued its operations or disposed of more than 25% of its net assefs.
mbers of the govering body (Part VI, line 1a) . . P
atvoting members of the goveming body (Part V1, line 1)

FECHENTS rame

Jane Smith, DBA System Consultants

duals employed in calendar year 2019 (PartV, line 22) . .
fteers (estimate i necessary) .

155 rovenue from Part Il cokumn (C), ne 12

s taxable income from Form 990-T, ine 39

Street acddrens frckatiog spt. o)

12345 Main Street

ity o Sown, state o province, country, wnd 21 o Soreign postal code

Anytown USA 12345

nts (Part Vil line 1h)
nue (Part VIl live 2g) .

s ) MR
— FicaTg T e a1V o ), ns 3, 4, an 7)
i peet oo . comn 3, a5, 3. 0,
s s
O] (T e
3 | s
s s <
1o 1099-MI w3 g ¥ o DS Oepartrrant of Ta Traatry  rharas Fverim Sercce
X, column (4, nes -1, 111-246)

ol part . cokerm 4, ine25)

‘Subtract line 18 from line 12 -
DBA example
1520 Total assets (Part X, ne 16)
21 Total liabilities (Part X, line26) . . . . . . . . . . . . . ...
isn Net assets or fund balances. Subtract line 21 from fne 20 . . . . . .
Signature Block

Lot of which preparer has any knowiedge.

EYEEVETY Tip: Instead, include the
official charter of your town,
a governor’s declaration, or
other officially recognized

dary

'5\-,'

T

[rims ssoess > I | L '
ay he IRS discuss this return with the preparer bove? (see instructions) 5 3 ©1¥es (INo documentation
= Notio o v 12820 Form 990 209 !

LLC example

A
GSA Integrated Award Environment | For People Who Make, Receive, and Manage Federal Awards



Sample Documents for National Identifier
Acceptable for:

v

ANENEN

AN

A
GSA Integrated Award Environment | For People Who Make, Receive, and Manage Federal Awards

This is an approved document type

Legal business name

National Identifier

Includes evidence it was received and processed by an
authoritative source

Translated into English

Cabinet Nizar DRIDI

Register verification N°
Verification link: registre-entreprises tn/me-public/#/qr-
code/validation

w*es

2D-DOC Republic of Tunisia
Presidency of the Government
National Companies Register Centre

"RNZ

EXTRACT FROM THE NATIONAL REGISTER OF COMPANTES |
|j (LEGAL ENTITY) ‘
Unique Identifier: = 00012345
N° of the former trade register [ —‘
Date of extract establishing [
Type of Register Company |

Information about the Company

me :

Sample International
frate name (Latin):

Trade Name (Latin) :

Registration No.

‘ Address of Activity :

Company’s Legal Form:

Registered capital:

[ Number of Branches: ]

Sba(us of the Register
Active ; femporary suspension of activities [ Removed [ ]

Unacceptable Documentation

x Templates or self-filled tax forms will not be accepted
without tax preparer’s credentials or a government receipt
attached indicating it was received.

x International documentation must be translated into English.

o Déclaration 2021
des iati et autres
L personnes morales

IMPOT CANTONAL
ET COMMUNAL
IMPOT FEDERAL DIRECT

Nom, sidge et but
Dénomination exacte Date de la constitution.
Durbe de Fexercice commerdial

posables

Siage Organe de révision

Pour renseignements complémentaires, s'adresser &

Bt

~/
Tip: Only include
translated
documents with
seals, approvals,
or authoritative
receipts attached.

3 lsser en blanc

Annexes: formu




Example Scenario

An entity administrator for ACME, LLC entered the following current
information on the entity validation screen*:

Entity Legal Business Name: ACME, LLC
Physical Address: 123 Main St. Anytown, HI 96701
Start Year/State of Incorporation: January 1, 1957/Hawaii

Because the entity changed physical addresses recently, the
potential entity matches offered in SAM.gov didn’t show the correct,
current address.

The start year could also not be validated.

The administrator was requested to provide documentation to
support both of these pieces of entity information.

Fortunately, they have a copy of their originally approved articles of
organization from List A. But because the address is not current the
administrator must also include another document from List A. The
administrator chooses a recent utility bill that displays both the
correct legal business name and the correct, current physical
address.

Together, these documents show adequate evidence of the
information that needs to be updated in SAM.gov for this entity.

*For Illustrative Purposes Only

Norwetndatie Fing Foe $50 60
STATE OF HAWAN
AND

FORM LLC-1 I

ComEd

Clear Form o

Stroet
Mating Address: . Honokuu. Hawai 96810

Phone No. (808) 586.272

PLEASE TYPE OR PRINT LEGIBLY IN BLACK INK

The undersigned. for the purpose of forming @ lmited kabity company Under the laws of the State of Hawai, od
Organizaton

exncute these Articies of

The name of the company shat be. ACME, LLC

The maiing address of the nial prncoal office s

8. The name (and state or o3
the State of Hawad i

[P ———

b. The street address of the place of business of the person in State of Hawail 10 which service of process.
Gocuments being served on or sent 10 the entl represented by & May be devered 10 &

456 Prior Rd. Anytown, HI 92456
v

The name and address of each organizer i

Business Registration Division

Q%

AFFAIRS

? Visit ComEd.com
Customer Service / Power Outage
English

1.877.4COMED (1,877,426 6331)
Espanol

1.800.95 LUCES (1.800.955.8237)

Hearing'Speech impaired
1800 572 5789 (TTY)

Your Usage Profile
13-Month Usage (Total kWh)

0
b IIIIII IIII
°

.............

Pagetor2
» Account Number 9999999999

Nama CHE,
» Servics Locatio i
123 Main St. Anytown, HI
P Prone thember SO0

» Amount Due on February 18, 2022

» Prevous Baiance
» Total Payments - Thank You

$30163.
$30163.
$33282

Service from 12/2012021 to 1/31/2022 - 33 Days.

Electricity Supply Services
» Electricty Supply Charge 19501
» Transmission Services Charge

» Purchased Electricty Adustment

Delivery Services - ComEd

» Customer Charge

¥ Standard Metering Charge

? Omtribution Fackbes Charge
Onsrbutprg

: & wn
Hrews 2001
4

e

e

RN x  sssom w08

1082 Ackt o8 ' 08

1.7 At

» Commercial Demand - 0 to 100 kW

$164.08

000083 104
000502 083
000195 I
000363 ™
000082 161

(continued on next page)

|mct:'1=vmmun-;u
e Business Regitration Dviion

TIP: If the entity address was current and correct in the articles of incorporation, there

would be no need to include

a second document.

Also, if just the physical address had been out of date, and there was no a need to validate
the start year, the administrator could have attached just the utility bill, which has the
correct, current physical address along with the legal business name.
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