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SPECIAL THANKS!



OneEastside SPARK: Center for Business Resilience and Innovation 
provides our small businesses and nonprofits with essential support to 
recover and grow! 

Offerings include:

• Programs and webinars in collaboration with our partners

• Database of financial opportunities and other resources

• Businesses and non-profit are invited to connect with your peers on our 
Facebook Group https://tinyurl.com/OneEastside-SPARK-Group

Contact: info@oneeastside.org, (425) 885-4014 ext. 5  

www.OneEastside.org/SPARK

https://tinyurl.com/OneEastside-SPARK-Group
mailto:info@oneeastside.org


Confidential, No Cost 
One-on-One Business Advising

Shawn Palmer
ASBC, MSML | Business Consultant

Washington Small Business 
Development Center

Contact Shawn: (425) 885-4014, #3
ShawnP@OneEastside.org

mailto:ShawnP@OneEastside.org


Upcoming Programs

Employee Benefits Insights for 2023
Thursday, September 29th, 2022
10:00 am - 11:00 am
https://oneeastside.org/program/employee-benefits-insights/

As an employee-driven labor market 
clashes with skyrocketing costs, it’s 
crucial to find a balance between 
protecting your company’s budget and 
offering employees benefits that are 
important to them.

• Benefits that are trending for 2023
• What most employers are offering
• How your benefits package can help 

set you apart  
• Actionable guidance on how to build 

new employee benefits strategies to 
make a difference

https://oneeastside.org/programs/

https://oneeastside.org/program/employee-benefits-insights/
https://oneeastside.org/programs/


Please see the Chat Box for 
links to key documents. 

Questions? 
Use the Q&A Box

Recording will be available 
following the webinar

W E B I N A R



Learn more about the 
Working Washington 

Grants Round 5 
program at 

https://commercegrants.com

https://commercegrants.com/


FEATURED SPEAKERS:

Kate Hoy
PTAC Counselor
Washington State Procurement Technical 
Assistance Center (PTAC)

Lynn Fetch
Small Business Grants Program Manager
Washington State Department of Commerce



Unique Entity ID (UEI) Next Steps

September 13, 2022

Kate Hoy, Washington State Office of Procurement 
Technical Assistance Center (PTAC)



Getting a Unique Entity ID (UEI) Webinar Video

https://bit.ly/uei-webinar1

View 
OneEastside SPARK

YouTube Video



What is a Unique Entity ID (UEI)?

✓A UEI is the unique 12-character (alpha numeric) ID 
assigned by the federal government via SAM.GOV -
System for Award Management

✓As of April 4, 2022, all entities receiving federal funds 
via contracts, grants, etc. must have a UEI

✓Working Washington 5 (WW5) is a state grant 
program, however the funding for WW5 comes from 
the federal government



Unique Entity ID (UEI)

✓A UEI is assigned, managed, and owned by the 
federal government

✓“Get a Unique Entity ID Only” process is FREE -- make 
sure you are using .gov sites

✓The process validates your entity name and address

✓If SAM.GOV is unable to locate your entity, a new 
record is created in its database



Review and update your UEI 
Incident at any time via SAM.GOV



Test Account
test-account@gmail.com

Test-account@gmail.com

Sign In to SAM.GOV



Pending ID Assignment – FSD Incident

Test Account

1234 Test Avenue
Seattle, WA  98101 USA



View Incident Details

1234 Test Avenue
Seattle, WA  98101 USA

Test Account
Department of
Revenue Listing.pdf
119.165 KB

Test Account

I have updated the document for my 
entity Test Account with a listing from 
the WA Department of Revenue site 
that includes my entity name, address, 

View Incident details to 
determine if updates are 
needed to the Documents 
provided or comments in 
the Provide Details section.

Try to clearly name the 
documents with an 
appropriate description



Get Additional Info on Incidents at fsd.gov



Test 
Account



Unique Entity ID (UEI) Updates

✓Incident resolutions are currently taking 3 – 20+ days

✓Watch for emails from General Services Administration 
Federal <fsdsupport@gsa.gov> with requests and 
updates on your Incident

✓Remember, each incident is being reviewed by an 
individual, so it is important that you be clear with what 
you are requesting and upload the appropriate 
documents



Relevant Documents for Corp-LLC

https://www.sos.wa.gov/



WA Secretary of State: Business-Corporation Search



Select Business Name

TEST Account 1234 Test Avenue, Seattle, WA 98101 Test contact



Select Filing History

Test Account

1234 TEST AVENUE, SEATTTLE, WA  98101, UNITED STATES 1234 TEST AVENUE, SEATTTLE, WA  98101, UNITED STATES

TEST CONTACT

1234 TEST AVENUE, SEATTTLE, WA  98101, UNITED STATES 1234 TEST AVENUE, SEATTTLE, WA  98101, UNITED STATES

TEST CONTACT 



View & Save Selected Document

Test Account



Save PDF & Upload to SAM.GOV Incident 

Test Account

TEST ACCOUNT

Test-Account@gmail.com

1234 TEST AVENUE, SEATTLE, WA  98101



Relevant Documents for Sole Proprietors
https://dor.wa.gov/



WA Dept of Revenue – Business Lookup

Test Account



Select Business Name to View Profile

Test Account

Test Account

Test Account TEST ACCOUNT SEATTLE



Screenshot of the Online DOR Profile

Test Account

Test Account

Sole Proprietor

1234 TEST AVENUE
SEATTLE, WA  98101

1234 TEST AVENUE
SEATTLE, WA  98101

City of Seattle License

Use “First issuance 
date” as Start date

Be sure to 
capture the 
site URL in 

your 
screenshot 

for uploading 
to SAM.GOV



4 Common Reasons 
Entity Validation are Delayed 
and Documents Get Rejected



Don’t:
• Just list your name and address without 

saying what should be updated or note 
“see attached”

Do this instead:
• “The system didn’t find me. Please add 

my name and address, Test Account, 
1234 Test Avenue, Seattle, WA  98101.”

• “The system isn’t accepting my date and 
state of incorporation. I’m including a 
screenshot of my company listing on WA 
Department of Revenue includes my 
issuance date of May 1, 2020.”

REASON #1

You didn’t include 
the specific 
request you’re 
making in the text 
box of your ticket



General Rule:
• If your document is one that is generated 

on a monthly basis, like a bank or utility 
statement, you must provide one from 
the last 5 years.

• If your document is a foundational 
document like an Articles of 
Incorporation, you can use it no matter 
how old it is - if the information hasn’t 
changed since the entity was established. 

REASON #2

You attached the 
correct document, 
like a bank 
statement, but it’s 
too old. 



Don’t:
• Enter in the text box that you want your 

entity name updated to “Test Company,” 
but provide a business license that shows 
your name as “Test, Inc.”

Do this instead:
• Make sure the document you choose has 

the correct entity name and exact current 
physical address.

REASON #3

You attached one 
or more 
documents with 
incorrect 
information. 

•Make sure the document you choose has the exact, correct legal business name.
•Make sure the same document has the exact current physical address.



Don’t:
• Attach documentation that lists a P.O. Box 

for your address or one that lists the UPS 
(or other mail service) building where 
you rent a mailbox. 

Do this instead:
• Attach documentation that includes both 

your business name and the physical 
address. You can request to change your 
business name or physical address if 
needed, but the documentation and the 
request you are making must match and 
use a physical address. 

REASON #4

You attached 
documents 
demonstrating 
your physical 
address using a 
P.O. box.

•Make sure the document you choose has the exact, correct legal business name.
•Make sure the same document has the exact current physical address.



Next Steps Once Your 
Incident is Resolved



Incident Email Response



Incident Email Response



Restart Validation – Get Started

Test Account
test-account@gmail.com



Get a Unique 
Entity ID Only



Validate Entity



Enter Entity Information

Incident Response Email:

We performed a search and were unable to 

locate your entity in our records. Accordingly, 

we created a new record for your entity in our 

database with the details below: 

Entity Name: Test Account

Entity DBA (if applicable):

Entity Address: 1234 Test Avenue 

Entity City: Seattle 

Entity State (if applicable): WA 

Entity Zip (if applicable): 98101 

Entity Country: US 

We will update SAM.gov with your updated 

information within 24 hours of this email. 



Review Entity Information

TEST ACCOUNT
1234 TEST AVENUE
SEATTLE, WA 98101 USA 



Request Unique Entity ID

TEST ACCOUNT

1234 TEST AVENUE
SEATTLE, WA 98101 
USA 



Receive Unique Entity ID

TEST ACCOUNT

1234 TEST AVENUE
SEATTLE, WA 98101 
USA 

J9VKQSJU8G91



FEATURED SPEAKERS:

Lynn Fetch
Small Business Grants Program Manager
Washington State Department of Commerce

Kate Hoy
PTAC Counselor
Washington State Procurement Technical 
Assistance Center (PTAC)



Adding Your Unique Entity ID (UEI) 
to Your Submittable Working 

Washington 5 Grant Application



Adding UEI Number After Submitting WWR5 Application

• Follow-up email notifications and link to UEI 
collection forms will be sent regularly to 
applicants who submitted their applications 
without providing their UEI number. 

• The email notifications will come from 
Submittable at 
commercegrants@submittable.com.

• Once you receive your UEI number you can 
add it to your application by locating the 
follow-up email and  form link with the 
Subject: ACTION NEEDED: Your grant 
application is missing your UEI number

SAMPLE EMAIL

mailto:commercegrants@submittable.com


• Click the ‘view form’ 
button at the bottom 
of this email

SAMPLE EMAIL

Adding Your UEI Using Email from commercegrants



Sign In to Your Submittable Account

anthony@gmail.com



• That will take you to a 
form where you can 
enter your UEI 
number. The form will 
look like this.

• Once you’ve entered 
your number, click 
the “Submit Form” 
button.

Add Your UEI to Your Application  

UEI Sample Form



Experiencing difficulties locating the UEI additional form sent to you from
WA State Department of Commerce, commercegrants@submittable.com:

Can’t Find UEI Email from commercegrants?

• Login to your personal Submittable account through 
https://manager.submittable.com/login

• Click on the “all submissions” tab and click on your application

• Under the “forms” tab you will have access to the “Valid UEI Required” form 

• Click into this form, fill out all required fields and click “Submit Form”

mailto:commercegrants@submittable.com
https://manager.submittable.com/login


Sign In to Your Submittable Account

AL

Anthony Lim



• After an applicant submits the 
UEI collection additional form, 
they receive the following 
automated correspondence from 
notifications@email.submittable.
com

• Note: this automated email 
notification is hard coded and we 
do not have the ability to tailor 
the language.

After You’ve Submitted Your UEI

Sample of UEI Completed Email

mailto:notifications@email.submittable.com


Q&A:

Lynn Fetch
Small Business Grants Program Manager
Washington State Department of 
Commerce

Kate Hoy
PTAC Counselor
Washington State Procurement 
Technical Assistance Center (PTAC)



SPECIAL THANKS!



www.OneEastside.org/SPARK



www.oneeastside.org/SPARK

UEI Next Steps

Thank you for joining us!


