Unique Entity Identifier (UEI)
Frequently Asked Questions (FAQ)

The Idaho Commission for Libraries (ICfL) requires libraries to obtain a Unique Entity Identifier
(UEI) when applying for grant programs funded with federal dollars.

Whatis a UEI?

A UElis a 12-character alphanumeric code assighed to organizations in SAM.gov. It is used to
identify organizations that receive federal grants, subgrants, and contracts.

The UEl replaced the DUNS number in April 2022.

A UEl is required for any library that wants to receive federally funded subawards.
Where do | get a UEI?

Get started at Sam.gov

https://sam.gov/entity-information

Is Sam.gov registration required to obtain a UEI?

Libraries applying only for subgrants through the ICfL are required to obtain a UEI but are not
required to complete full Sam.gov registration.

Libraries applying directly for federal awards as prime awardees must complete a full Sam.gov
registration.

A full registration permits organizations to apply directly for federal assistance through federal
agencies.

Again, registration is not required for libraries applying only for subgrants through the ICfL.

What documentation is required to obtain a UEI?

A UEI cannot be obtained without completing the entity validation process. SAM.gov must verify
the library’s legal business name and physical address to confirm that the entity is a distinct legal
organization with a valid physical address.

Only documentation issued by authorized or certified sources is accepted.
A list of acceptable documentation is available at FSD.gov

List-of-Acceptable-Documentation.pdf


https://sam.gov/entity-information
https://unitedstatesbusinessregistration.us/wp-content/uploads/2024/10/List-of-Acceptable-Documentation.pdf

Entity information entered in SAM.gov must match supporting documentation exactly, including:

e Abbreviations
e Acronymns
e Suffixes

Documents must be in English or translated by a certified translator into English.

How can an existing UEI be found in Sam.gov?

If an applicant does not wish to register and a UEI already exists but is unknown, the library can
request that the ICfL search for the UEl in SAM.gov on the applicant’s behalf. If the UEI cannot be
located through a search, the applicant should log into their SAM.gov account to retrieve the
information and send a screenshot of the UEI to the ICfL. If login credentials are not available, the
federal help desk can assist with recovering account access.

Contact the Federal Service Desk:

https://www.fsd.gov/gsafsd_sp

What should be done if a library loses access to the email address used to log
into Sam.gov?

A SAM.gov account is tied to the email address used during account creation. If access to that
email address is lost or changed, users should follow the guidance below for instructions on how
to regain access to their account under various scenarios:

GSA FSD Public Knowledge Base (Tier 0) - Entity Registration: What happens to my SAM.gov
access if | change my email address on login.gov?

What should be done if a library needs to be fully registered or if incorrect
information must be updated?

The library must complete the validation process in SAM.gov. The steps outlined in GSA FSD
Public Knowledge Base (Tier 0) - Entity Registration: Starting Entity Validation as a New Entity in

SAM.gov should be followed to complete entity validation.

During the process, the library may be asked how it plans to conduct business with the federal
government. For ICfL grants, the library is working with a non-federal agency and receiving federal
funds indirectly (subawards), so the response selected should reflect that relationship.

Does the UEI expire?

No, the UEl itself does not expire.


https://www.fsd.gov/gsafsd_sp
https://www.fsd.gov/gsafsd_sp/en/entity-registration-what-happens-to-my-sam-gov-access-if-i-change-my-email?id=kb_article&sysparm_article=KB0020259
https://www.fsd.gov/gsafsd_sp/en/entity-registration-what-happens-to-my-sam-gov-access-if-i-change-my-email?id=kb_article&sysparm_article=KB0020259
https://www.fsd.gov/gsafsd_sp/en/entity-registration-starting-entity-validation-as-a-new-entity-in-sam-gov?id=kb_article_view&sysparm_article=KB0060383
https://www.fsd.gov/gsafsd_sp/en/entity-registration-starting-entity-validation-as-a-new-entity-in-sam-gov?id=kb_article_view&sysparm_article=KB0060383
https://www.fsd.gov/gsafsd_sp/en/entity-registration-starting-entity-validation-as-a-new-entity-in-sam-gov?id=kb_article_view&sysparm_article=KB0060383

However, a full Sam.gov registration must be renewed annually to remain active.

What happens if a Sam.gov registration is not renewed, but the library still
wants to retain its UEI?

If Sam.gov registration is not renewed, the registration status becomes inactive. The library retains
the same UEIl number.

Does every award at ICfL require a UEI?

No. A UEl is required only for awards funded with federal grant dollars.

If a UEl is required, the grant application will request this information. Applications that do not
request a UEl are generally funded through non-federal sources.

Please note: The ICfL reserves the right to request a library’s UEI at any stage of the award process.

Are there situations other than obtaining a UEI that require entity validation?

Yes. Validation may be required in the following situations:

e Completion of a full registration
e Annualregistration renewal
e Changes to the organization’s legal name or address

Who can | reach out to if | am having issues with the UEI process?
For assistance with:

e Account questions

e Technicalissues

e Help desktickets

e UEl validation concerns

Contact the Federal Service Desk:

https://www.fsd.gov/gsafsd_sp

Processing and resolution of incidents with correct documentation may take up to seven calendar
days. Submission of incorrect documentation may delay resolution timeframes.


https://www.fsd.gov/gsafsd_sp
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