
MASSACHUSETTS DEPARTMENT OF AGRICULTURAL RESOURCES 
DEPARTMENTAL REQUEST FOR RESPONSE/QUOTE (RFR/RFQ) 

Page 1 of 8  

Thank you for your interest in responding to this RFR. Please review this document to assist you in 
submitting a QUOTE/RESPONSE via COMMBUYS. 

Title of Bid: 

COMMBUYS Bid Number: 

or just search by: 

COMMBUYS Submissions Due By: 

For further COMMBUYS information, you can follow the links below: 

1. COMMBUYS Landing Page:

https://www.commbuys.com/bso/view/login/login.xhtml

2. Instructional Job Aids for Vendors using COMMBUYS:

https://www.mass.gov/service-details/job-aids-for-vendors-using-commbuys

3. COMMBUYS Help Desk:

(888) 627-8283 Open M-F 8am – 5pm.

COMMBUYS Quote Submission Training and Instructions 
The following links to resources are provided to assist Bidders in submitting Quotes: 

Step 1:  If you are a New Vendor to COMMBUYS 
 Completing a New Vendor Registration in COMMBUYS | Mass.gov 

Step 2:  Once you have a Login for COMMBUYS 
COMMBUYS Login Assistance for Vendors | Mass.gov 
i. If you need to update your Organizations Existing Users or Information:

1. Maintain Existing Organization Information
2. Maintain and Add Users to an Existing Vendor Account

Step 3: Submitting a Quote 
Locating and Responding to Bid Solicitations in COMMBUYS | Mass.gov 

COMMBUYS Support  (Every effort is made to respond to inquiries within 48 Hours) 
Email: Send inquiries to the OSD Help Desk at OSDHelpDesk@mass.gov 
Telephone: Call the OSD Help Desk at 1-888-627-8283. Open M-F 8am – 5pm 

In addition to the links of COMMBUYS instruction job-aids linked above, we have developed this 
abbreviated cheat-sheet to help guide you through the COMMBUYS process.  

Please follow the steps below to help assist you in successfully submitting your Quote. 

PLEASE read through this entire document before 
trying to respond via COMMBUYS. 

Most questions that may come up are answered in this document. 
When you are ready to begin the Quote process, 

PLEASE follow the steps to avoid issues with the submission process. 

https://www.commbuys.com/bso/view/login/login.xhtml
https://www.mass.gov/service-details/job-aids-for-vendors-using-commbuys
https://www.mass.gov/info-details/completing-vendor-registration-in-commbuys
https://www.mass.gov/info-details/commbuys-login-assistance-for-buyers-and-vendors
https://www.mass.gov/doc/maintain-organization-information-for-commbuys-vendor-account/download
https://www.mass.gov/doc/maintain-and-add-users-to-commbuys-vendor-account/download
https://www.mass.gov/info-details/locating-and-responding-to-bid-solicitations-in-commbuys
mailto:OSDHelpDesk@mass.gov
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STEPS: 
1) SIGN IN to your existing COMMBUYS account or choose Supplier Registration.

a) https://www.commbuys.com/bso/view/login/login.xhtml

b) If you do not have an account click or enter the below for the Job Aid of Completing
Registration in COMMBUYS

https://www.mass.gov/doc/commbuys-vendor-registration-job-aid/download

c) You can View a Bid without being Signed In, but you will not be able to
start the  Create Quote Process unless you are SIGNED IN.

2) Upon successful login.
a) Click the image that looks like a GEAR on the top right corner of the home page.

Once you click on it select Advanced Search on the drop down to find our Bid.

b) Once you click on Advanced Search, a new window will pop up.

3) Advanced Search

a) In Document Type field click the drop down menu and select BID Solicitations

Then the Advanced Search page will open. 

b) In the Bid Solicitation # field enter:

c) At the bottom of the page click SEARCH

See screen example below

https://www.commbuys.com/bso/view/login/login.xhtml
https://www.mass.gov/doc/commbuys-vendor-registration-job-aid/download
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4. Results Page
a. Once the Results page shows the Bid for

click on the blue hyperlink Bid# 

(see example below) 

Once you click on the blue hyperlink, the Bid Solicitation Summary Page will open. 

b. At the bottom of this page, click on the Follow button.

c. Then the Acknowledge Receipt and View Solicitation page opens. Click YES This will
allow you to receive future updates regarding this Bid, including Amendments.
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d. After acknowledging receipt, you will return to the Bid Summary page.

5. Review Bid Solicitation Attachments.

a. Scroll down to “FILE ATTACHMENTS”: Open and Download & Read through all of the
Documents so you are comfortable with all terms and required information and forms
that must be submitted with your Quote. Then Complete your own documents and any
Department required forms. This way you will have all the documents ready to upload
when you are ready to begin creating your quote.

b. To begin later, you can repeat steps 1-4 to return to the Bid Summary page.

c. On the bottom part of the page, click Create Quote.

6. New Quote page will open.
a. You only need to complete

• Info Contact: Contact information for questions regarding quote.
b. Immediately Skip to the bottom of the page and click on Save & Continue.

c. The pages refreshes displaying your new Quote Number.
d. System messages are also displayed.

• A red error message “Quote Validation Errors: Terms & Conditions is not
acknowledged”. Ignore for now, that is a step later in this process.

• A yellow message reads: “Quote Validation Warnings: Your quote has not been
submitted.” This continues to show until successfully submitted.
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e. Click on the Items tab to continue creating the quote 

 

 
7. Complete the Quote Items Tab 

 

 

 
a) Be sure that the See Quote Attachment(s) box is pre-selected ✓, and the No Charge and 

Unit Cost selections are disabled. You don’t need to enter any dollars on this screen. 
b) These settings allow you to upload all required information in your attachments you’ll 

upload in a later step. 
c) At the bottom of the page click Save & Continue 

 
8. Answering Buyer Questions 

a. The Department may choose to use COMMBUYS to ask questions that must be answered 
before a quote can be submitted. In such cases, a red error message displays at the top of 
the screen. But not used for every RFR. 

b. If there are, type answers to questions then click Save & Continue. Any red Question 
related error message disappear. 

 

c. Otherwise, click the Terms & Conditions tab. 
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correct and ready to be submitted. You can open them from the blue hyperlink. 

 
9. Click on Terms & Conditions Header. 

 

 
a. Click  Yes at the bottom of page under: Do you accept the terms & conditions 

of the bid? Then click Save & Continue. 

b. When the screen refreshes, the red warning “Quote Validation Errors: Terms & 
Conditions is not acknowledged” will be gone. 

c. Continue to the Attachments Tab. 
 

 
10. Click on the Attachments Tab. 

 
Here you will upload all of your previously saved documents you had prepared. 
a. Click Add File and follow the prompts to upload the forms from your computer, (like 

you would an attachment to an email) 
b. After uploading the necessary file, click Save & Exit then repeat the Add File step for as 

many documents as you have. 
c.  

d. Once everything is uploaded, click Save & Exit. 
e. You have the option to check off the Confidential box to designate an attachment as 

confidential. Mark only those documents that contain confidential information not subject 
to the Massachusetts Public Records Law (e.g., those containing your Tax ID, bank account 
information, etc.) as confidential. 

f. Similarly, to remove an attachment uploaded in error, click the Delete box for the item. 
Click Save & Continue to save any changes. 

attachments to make sure the required document(s) are Be sure to review your 
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Attachments screen examples: 

 
 
 
 
 
 
 
 

 

 

 
11. Go to Summary Tab. see example. 

 

 
a. At the top of this page, you will still see the yellow “Quote Validation Warning: Your 

quote has NOT been submitted”. 
 

b. Review the summary page to make sure all your attachments are correct. 
 

c. At bottom of page click Submit Quote 
 

 
The most common error in completing the process is NOT clicking 

SUBMIT QUOTE. 
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d. The Summary Page will refresh, and the Status field will read Submitted. 

 

 
e. And at the bottom the only option should be the Withdraw Quote button. 

 

12. Upon successful submission 

a. You will also receive an automated email confirmation from COMMBUYS 
<notifications@commbuys.com> that your quote has been accepted: That is when you 
know your Quote went through. Check your Junk Email folder as well. 

 

 
If you do not receive a confirmation email, your submission was not successful. 

Retrace the above steps or contact the COMMBUYS Help Desk. 
 

13.  Once Quotes are received, the Department will review submissions after the Bid 
Opening Date and be in contact for next steps. 

 
 

 
END 

mailto:notifications@commbuys.com
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Request for Bids: Farm Viability Enhancement Program. Agricultural Commissions Planning Assistance 
The Massachusetts Department of Agricultural Resources (“Department”) seeks to contract with a single individual 
or entity to provide assistance to Massachusetts Agricultural Commissions (“Commissions”).   

Background 
Commissions, established through legislatively-authorized action taken by a municipality, serve as a local voice 
advocating for farmers and agriculture-related interests. They provide visibility for farming and forestry activities 
within a municipality, and work to implement Right-to-Farm bylaws, which may be adopted by the municipality. 
Commissions may also work with other municipal officials, boards, and/or committees on issues facing individual 
farmers and/or the municipality as they relate to agriculture and natural resource management and how those 
issues relate to other municipal priorities.   

Commissions’ authority comes from state statute (MGL Ch. 40 Sec. 8L): 

“Unless otherwise restricted by law, a municipal agricultural commission may: (i) buy, hold, manage, 
license or lease land for agricultural purposes; (ii) educate the public on agricultural issues; (iii) advocate 
for farmers, farm businesses and farm interests; (iv) assist farmers in resolving municipal problems or 
conflicts related to farms; (v) seek to coordinate agricultural-related activities with other governmental 
bodies or unofficial local groups or organizations that promote agriculture; (vi) receive grants, gifts, 
bequests or devises of money or personal property of any nature and interests in real property in 
accordance with this section; (vii) apply for, receive, expend and act on behalf of the municipality in 
connection with federal and state grants or programs or private grants related to local agriculture, with 
the approval of the mayor or city manager in a city or the board of selectmen in a town; and (viii) 
advertise, prepare, print and distribute books, maps, charts and pamphlets related to local agriculture that 
the municipal agricultural commission deems necessary for its work.”  

The RFQ will result in the selection of a single individual or entity (“Contractor”) to provide support to 
Commissions by providing the services listed in the RFQ. The Contractor shall provide services in accordance with 
a contract executed between the parties.  
 
Scope  

The purpose of this procurement is to find a single, qualified Contractor with proven expertise providing 
technical assistance services to Commissions. The Contractor shall facilitate the development of new 
Commissions in the Commonwealth and enhance the effectiveness of existing Commissions. The 
Contractor shall provide technical support for Commissions by providing the following services: 

1. Attend Commission meetings to assist with the development of mission statements, workplans, 
procedures, and awareness of applicable federal, state, and local programs, statutes, regulations, 
and bylaws that may impact agricultural activity.  

2. Meet with agricultural leaders, commodity groups, farmers, residents, community leaders, and 
municipal representatives to inform them about the benefits of Commissions. 

3. Promote Commissions at appropriate events, as determined by both Contractor and approved by 
the Department. 

4. Create opportunities to educate municipalities and the general public about Commissions.  

https://malegislature.gov/Laws/GeneralLaws/PartI/TitleVII/Chapter40/Section8l#:%7E:text=Unless%20otherwise%20restricted%20by%20law,in%20resolving%20municipal%20problems%20or
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5. Work with MDAR’s Environmental Justice liaisons to ensure the Executive Office of Energy &
Environmental Affairs Environmental Justice Policy is implemented by providing inclusive
outreach to EJ communities and populations. See link for more information: Environmental
Justice | Mass.gov

6. Hold at least five (5) regional or local informational sessions/workshops throughout the
Commonwealth to provide educational information on issues important to agriculture, including
but not limited to: neighbor relations and conflict management; state and local wetlands
requirements and exemptions; local zoning requirements and M.G.L. c. 40A, Section 3; the
Massachusetts Farmland Action Plan; land acquisition and leasing; the role of Commissions with
respect to Boards of Health; and application information on state, federal, and other funding
programs.  When necessary, the Contractor shall seek participation of Department staff and
qualified professionals to assist with these sessions. The Department shall not provide
compensation to any individual or entity other than the Contractor.

7. Maintain an up-to-date list of Commissions in the Commonwealth as well as a list of those
municipalities that have adopted Right-to-Farm bylaws. This information shall be made available
on the Department’s website and shall be updated by the Contractor. The Department shall
review and approve all information prior to posting.

8. Explore the development of a statewide association to support the continued development of
Agricultural Commissions.

Responses to Request for Bids must be sent through COMMBUYS by 5:00 PM, Tuesday, July 14, 2026. 

Refer to the How to submit a Quote via COMMBUYS document and if you still need assistance with COMMBUYS, 
please contact Rob Monahan at Robert.Monahan@mass.gov.  For questions about the services being required, 
please contact Gerard Kennedy at Gerard.Kennedy@mass.gov or 617-921-4018. 

https://www.mass.gov/service-details/environmental-justice-policy
https://www.mass.gov/environmental-justice
https://www.mass.gov/environmental-justice
mailto:Robert.Monahan@mass.gov
mailto:Gerard.Kennedy@mass.gov
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