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SUBJECT:

System for Award Management (SAM) and Nebraska Affordable Housing Trust Fund
(NAHTF) projects

This Notice provides guidance on the proper procedures for grantees and staff in utilizing the System for
Award Management (SAM) as it relates to NAHTF applications and projects that have been funded with
NAHTF resources.
This policy memorandum updates the Nebraska Affordable Housing Program and becomes effective
immediately unless otherwise stated. The program documents located on the Nebraska Department of
Economic Development website have the most up to date policies for the NAHTF program.
After reviewing guidance related to SAM, and reviewing internal policies, the Department has
determined that it will implement new policies and procedures for applicants and grantees related to
the System for Award Management (SAM).
These requirements pertain to those applicants that will be applying for resources beginning in 2016,
and also current grantees who have been funded with NAHTF resources. This includes all NAHTF
applicants funded through the Annual Cycle, or other NAHTF‐specific application cycles, but does not
include any NAHTF project funded through the joint NIFA/DED application cycle for low income housing
tax credits.
This NAHTF policy only applies to direct applicants applying to the Department for NAHTF resources and
for grantees that have been funded with NAHTF resources. SAM registration is not required for
contractors and subcontractors completing work on any NAHTF project.
Although SAM registration is not required for contractors and subcontractors completing work on any
NAHTF project, the Department encourages grantees, when working with contractors and
subcontractors, that those entities performing work on a NAHTF project are properly insured; licensed;
have a written contract with the grantee; and are qualified to perform the work. This is for the benefit
of the grantee, and those persons served by the grantee.
Each applicant applying for NAHTF resources in 2016 (and any subsequent year after that) will be
required to follow the detailed instructions defined below (titled “Instructions for SAM database record
and clearance”). See also the attached excerpt below.
The Instructions require each applicant to complete the following:
1)
2)
3)
4)

Obtain a Duns and Bradstreet (DUNS) number;
Register in the System for Award Management (SAM);
Review registration status in SAM;
Print and send in the necessary documentation with each NAHTF application as required.

All NAHTF applicants must comply with this guidance. A failure to complete and submit the required
application information may result in an applicant not being eligible to receive NAHTF resources.
In addition to each applicant having to register and provide documentation in SAM, the Department will

also review the status of any applicant that is recommended for a Notice of Approval (aka Award
Letter). Prior to issuing a Notice of Approval Letter, the Department will ensure the applicant has
obtained an “Active” status in SAM and that the applicant is eligible to receive NAHTF resources. These
tasks will be accomplished by the Department by having staff access SAM; printing out the necessary
source documentation; and attaching that source documentation in each project file. Below is an
example of what this source documentation would look like and be included in the project file.
Department staff will utilize the attached procedures in order to ensure that SAM documentation is
properly obtained and included within project files. See below for more information.

NAHTF Grantee Instructions for SAM
Instructions for SAM database record and clearance
Each applicant must obtain a Duns and Bradstreet (DUNS) number and also register within the
SAM system.
In order to report in this system, each State award recipient must have a DUNS and a CAGE
code, assigned as a result of registration in the federal SAM.
For more information on obtaining a DUNS number and registering in the System for Award
Management (SAM), please review the following information at:
https://www.sam.gov/portal/SAM/
Once registered, each applicant must access SAM, determine that the applicant is eligible
within SAM, and provide a print out of the information from SAM. Each applicant must also
provide documentation that they are registered in the SAM using the DUNS number entry
(refer to the check your registration status in SAM) the last illustration.
Applicant must run a query at the System for Award Management website (www.sam.gov) at
the time of application and include a copy of the search record showing the DUNS Number
and/or search terms and date.
1. Using your internet browser, navigate to www.sam.gov

2. Select “Search Records”, enter the DUNS number, and click “Search”.

3. Review the search results and click “Print” to print the results. Your printed copy should

include a date stamp at the bottom of the page.

4. If you need to register in the SAM, click Create User Account. The applicant must Check

Status and submit a printout of Status, which must be an active status as the last screen
indicates

5. Check your registration status in the SAM by entering applicant nine digit DUNS number.

If result is not active, create a user account. If result is inactive, reactive user account.

6. Submit a screen print out of the SAM status tracker that indicates active status for the

applicant. The applicant must be in an active status as determined by DUNS number
entry.

The final documentation that the applicant must submit with each application must contain:
1) Proof of SAM Registration (See Item 6 above) and
2) Proof that the applicant is eligible in SAM (See Item 5 above)

Department Staff Instructions for reviewing applicants in the System
for Award Management (SAM)
1) Access SAM at: https://www.sam.gov/portal/SAM/

2) Select “Search Records” from the menu list

3) Enter the Applicant’s DUNS number in the “QUICK SEARCH” section next to the “DUNS Number
Search:” criteria

4) Once the applicant’s DUNS numbered is entered select the “Search” button

5) Once “Search” has been selected, if an applicant has registered in SAM then a screen should
open noting “Your search returned the following results…”

6) From this screen select “View Details”

7) Once “View Details” has been selected a new “Entity Information” screen should open that
includes information on the Registration Status of the applicant; the date the applicant’s
registration expires; and whether or not there are any “Active Exclusion Records”

8) Print this page and include it in the project file. Ensure that there are no Active Exclusion
Records. If there are any active exclusion records, then the applicant is not eligible for NAHTF
funding. Note that the Header of the printed page will note “System for Award Management”
and the footer will note the website access and the date that SAM was accessed. All this
information must be included in the print out for the file.

