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Publication Information 

This document is available on the Department of Ecology’s Compost Procurement Ordinances and 
Report for Local Government webpage. 

The document has written instructions and screenshots to guide local government to submit their 
Compost Procurement Ordinance (CPO) report. Cities and counties with a CPO are required to submit an 
annual report by March 31 starting in 2025. The first years’ report will include data from 2024 and is due 
March 31, 2025. All cities and counties required to have a CPO must follow Revised Code of Washington 
(RCW) 43.19A.150. 

Section 5 of RCW 43.19A.150 says “by March 31, 2025, and each March 31st thereafter, each city or 
county that adopts an ordinance under subsection (1) or (2) of this section must submit a report 
covering the previous year's compost procurement activities to the department of ecology that contains 
the following information: 

(a) The total tons of organic material diverted throughout the year and the facility or facilities
used for processing;

(b) The volume and cost of compost purchased throughout the year; and

(c) The source or sources of the compost.”

Contact Information 

Solid Waste Management Program 

Organics and Policy Section 
Unit Supervisor: Alli Kingfisher, Alli.Kingfisher@ecy.wa.gov 
Organic Implementation Lead: Cullen Naumoff-Leese, Cullen.Leese@ecy.wa.gov 
Organic Materials Specialist, CPO Lead: Michelle Andrews, Michelle.Andrews@ecy.wa.gov 
Organics/Food Center Specialist: Patrick Merscher, Patrick.Merscher@ecy.wa.gov 
Website1: Washington State Department of Ecology 

ADA Accessibility 

The Washington State Department of Ecology is committed to providing people with disabilities access 
to information and services by meeting or exceeding the requirements of the Americans with Disabilities 
Act (ADA), Sections 504 and 508 of the Rehabilitation Act, and Washington State Policy #188.To request 
an ADA accommodation, contact Ecology by phone at 360-407-6900 or email at 
SWMpublications@ecy.wa.gov. For Washington Relay Service or TTY call 711 or 877-833-6341. Visit 
Ecology's website for more information. 

1 www.ecology.wa.gov/contact 

https://www.ecology.wa.gov/CPO-Reports
https://www.ecology.wa.gov/CPO-Reports
https://app.leg.wa.gov/RCW/default.aspx?cite=43.19A.150
https://app.leg.wa.gov/RCW/default.aspx?cite=43.19A.150
mailto:%20Alli.Kingfisher@ecy.wa.gov
mailto:Cullen.Leese@ecy.wa.gov
mailto:Michelle.Andrews@ecy.wa.gov
mailto:pmer461@ecy.wa.gov
https://ecology.wa.gov/contact
https://ecology.wa.gov/About-us/Accountability-transparency/Our-website/Accessibility
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SAW and Portal Entry Instructions 
Step 1 – Sign up for a Secure Access Washington (SAW) Account 
To start, you need to have a SAW account. If you already have a SAW account, login and skip to 
Step 2 - Add a New Service to Your Account section. 

Note: SAW accounts are user-specific and should not be shared between users. 

Information needed to register: 

• First name
• Last name
• Primary Email (preferably your email used for government work)
• Username
• Password

Screenshot 1 Go to the SAW homepage2. Click Sign Up to create a username and password. Fill 
in the form with your information and click Submit. 

2 https://secureaccess.wa.gov/myAccess/saw/select.do 

https://secureaccess.wa.gov/myAccess/saw/select.do
https://secureaccess.wa.gov/myAccess/saw/select.do
https://secureaccess.wa.gov/myAccess/saw/select.do
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Activate Your SAW Account 
Once you click Submit from the previous screen, SAW will send you an activation email. 

Screenshot 2 Click the activation link inside the SAW confirmation email. 

Screenshot 3 Once you click the activation link, SAW verifies your account is active. Click Login. 
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Troubleshooting SAW 
Ecology doesn’t have access to your SAW account. The login page has the following options to 
recover your account: 

• Forgot your password?
• Forgot your username?
• Get Help

After two failed password attempts, your account will lock. If this happens, you’ll need to 
contact SAW. 

Users who have not logged into their accounts in the last 24 months will be expired and be 
deleted from the system. 

Screenshot 4 To recover your username or password, click on forgot your username or forgot 
your password. 
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Step 2 – Add a New Service to Your Account 
You must Add a New Service to access the Compost Procurement Portal. You will only need to 
do this once.  

Screenshot 5 Login to SAW and click, Add a New Service. The button may be green or red. 

Screenshot 6 Click I would like to browse a list of services by name. 

A list of services will display and include options from all state agencies in alphabetical order. If 
you prefer, you can click on I would like to browse a list of services by agency, and then select 
Ecology. Find the Compost Procurement portal through either method. 
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Screenshot 7 The list is alphabetical. Find the Compost Procurement portal and click Apply. 

Screenshot 8 Your registration request is automatically approved. Click OK to return to your 
secure services homepage. 
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Step 3 – Enter the Compost Procurement Site 
You may need to log back into SAW after adding the Compost Procurement portal. 

Screenshot 9 Go to the SAW login page3. Enter your username and password. Click Submit. 

The Compost Procurement portal should now be listed on your homepage when you log into SAW. 

Screenshot 10 Find Compost Procurement, click Access Now, and click Continue. 
The first time you access the Compost Procurement portal, an ‘Action Required’ notification will 
be listed under System User Information. You will need to add your contact information. The 
next step will be to register for your jurisdiction, so you can have access to their report. 

3 https://secureaccess.wa.gov/myAccess/saw/select.do 

https://secureaccess.wa.gov/myAccess/saw/select.do


Publication 24-07-044 Compost Procurement Ordinance Reporting 
Page 10 December 2024 

Screenshot 11 Click Update Name under the System User section. Enter your information and 
click Save. Then click the Register for Jurisdiction button. 
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Submitting a New CPO Annual Report 
Step 1: Request Access to Jurisdiction(s) and enter Contact 
information 
After entering your contact information and clicking on the Register for Jurisdiction button (see 
Screenshot 11), you can request access to a jurisdiction’s report. Choose the jurisdiction from 
the drop-down list, which has all the cities and counties in the state. After selecting your 
jurisdiction, click the Add Jurisdiction button. If you need to complete more than one 
jurisdiction report, select and add the name of the jurisdictions one at a time. 

If you do not see your city or county on the list, email the Organics Team at 
organics@ecy.wa.gov. Towns are not required to complete this report, so they are not part of 
this list, however their report data can be captured within their county’s report. 

After requesting access to a jurisdiction(s), they will appear under Pending Jurisdictions. 

Important: Only select the jurisdiction(s) that you are authorized to complete and/or submit a 
report for. Reports are due annually on March 31 and should include information for the 
previous year.

Screenshot 12 From the Compost Procurement Report Homepage, click on Select a jurisdiction to open 
a drop-down list. After selecting jurisdiction, click the Add Jurisdiction button. If the jurisdiction is not on 
the list, click on the ‘click here’ text to open an email to the Organics Team.   
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Once you have requested access to a jurisdiction, you will receive an email confirming Ecology 
received your request. Staff will review the request and approve or deny within three business 
days. You will receive another email letting you know whether your request has been approved 
or denied. 

Screenshot 13 After the request has been submitted, you will receive a confirmation email that 
your request was received. A second email will be sent once access is approved or denied. 

Enter jurisdiction details 
Once your jurisdiction has been approved, enter the jurisdiction’s main mailing address. After 
entering the address, click the Submit button. 
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Screenshot 14 After entering the address, click the Submit button. 

Add New Contact(s) 
Next add a new contact for your city or county CPO report. To begin entering contact 
information, click Update Contacts. 
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Screenshot 15 Click on Update Contacts to add new contacts or edit existing ones. 

Next, click on Add New Contact to open a form where you enter contact information. 
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Screenshot 16 On the next screen, click on Add New Contact. 

On the Add Contact Form, you have the choice of contact type, either primary or alternate. The 
first person entered will default to primary, and any additional persons can be made into the 
new primary or as an alternate. Each jurisdiction must have a primary contact always listed and 
can only have one primary contact, however there can be multiple alternates. Each person 
needs their own SAW account to access the report and the report history. 
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Screenshot 17 Select Primary or Alternate contact type. Fill out the contact details. Click Save 
Contact when done. 

After saving the contact, a green bar at the top of the page appears confirms the contact was 
added. At this stage, you can edit or delete the contact, add other new contacts, or click the 
back button to go back to the main page. 
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Screenshot 18 Click Edit to change contact information, Delete to remove a contact,  Add new 
contact, or click Back to return to the main page. 

If you add a new contact and mark them as primary when one already exists, a pop-up window 
will appear. Select Yes to make them the new primary or select No if you want the existing 
primary contact to stay the same and make the new contact an alternate. 
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Screenshot 19 When adding a new primary contact, and one already exists, select Yes to 
replace them as the primary contact. 

A green banner will appear at the top of the page to confirm the new contact was added. When 
making a new contact the new primary, the system will automatically make the previous 
primary contact the alternate. Click the back button when you are finished adding contacts. 
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Screenshot 20 A green banner will display when a contact is successfully added. Click the Add New 
Contact to add more contacts as needed. Click Back to return to the main screen. 

When you are done adding jurisdiction and contact information, click on the red Report button 
to start filling out your annual report. 
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Screenshot 21 Click on the Report button to begin filling out the report. 

Step 2: Add Report Information 
The required report information includes: 

• the total tons of organic material diverted from landfills throughout the report year, and
• the facility(ies) used for processing it;
• the volume and cost of compost purchased throughout the year, and
• the sources(s) of the compost.

First, select the report year you want to complete. The current report year is for the previous 
year. For example, if you are doing the report for 2025, it will be for activities done in 2024. 

The first part of the report will focus on the amount of organic material your city or county 
diverted from the landfill. According to WAC 173-350-100, organic materials are defined as “any 
solid waste that is a biological substance of plant or animal origin capable of microbial 
degradation. Organic materials include, but are not limited to, manure, yard debris, food waste, 
food processing wastes, wood waste, and garden wastes.” 

https://apps.leg.wa.gov/wac/default.aspx?cite=173-350-100
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Enter the tons of organic material diverted. If only the amount of cubic yards is 
available, then use conversion formulas in Ecology’s General Measurement Standards 
and Reporting Guidelines to convert to tons. When you are finished, click Continue. 

Screenshot 22 Fill out the report year and the tons of organic materials diverted from landfills, 
then click Continue. 

The second page of the report continues asking about the organic material diverted from 
landfills throughout the report year. Select Yes or No if your jurisdiction diverted organic 
materials from the landfill during the report year. 

If your jurisdiciton diverted organic material, then you will need to report which processing 
facility(ies) processed the organic materials. Organic material processors are usually compost 
facilities. Click on the Select a Facility box to open a drop-down list of facilities and select the 
correct facility. For each facility, click Add Facility to Report. You must add each organics 
processing facility you used individually. Once added, the facility name will be added to the list 
of processing facilities on your report. 

Use the Delete link next to a facility to remove it from your list of processing facilities. 

If the name of a processing facility is not on the list, click “Don’t see your facility listed? Click 
here”. A form will open as an option to add a facility that is not already on the list. Carefully 
review the list before adding a new facility. Be sure to enter the facility name correctly. Once 
you enter it, it will be added to the list that everyone uses for this report. Sometimes a facility 

HAYM461
Highlight

https://apps.ecology.wa.gov/publications/SummaryPages/1507004.html


Publication 24-07-044 Compost Procurement Ordinance Reporting 
Page 22 December 2024 

has multiple names, for example Pierce County Recycling, Composting and Disposal LLC is also 
known as LRI Hidden Valley Compost and LRI Compost Factory. For this example, the facility is 
listed as LRI Compost Factory. If your jurisdiction used another type of organic material 
processor, for example one that produced biochar, you can add that facility to the list. 

Screenshot 23 Click Yes or No if organic materials were diverted from landfills, then click on the box to 
open the drop-down list with the names of compost facilities. Choose the facilities that processed the 
organic materials, then click Add Facility to Report after each one. Click on the hyperlink Don’t see your 
facility listed? Click here in order to enter the name of an organic material processor that is not already 
on the list. 

Click Continue when your list of processing facilities is complete. Next enter the volume and 
cost of the compost your jurisdiction purchased either directly or through your contractors. Do 
not report compost that was not purchased. 

First enter the amount of compost that was purchased. This can be in cubic yards or tons. If you 
enter tons, the report automatically converts tons to cubic yards using the factor of 1,100 
pounds per cubic yard of compost. Next enter the total cost of compost your jurisdiction 
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purchased during the report year. Do not include transportation, tax or other miscelleaneous 
fees. Only enter the cost of the compost itself. 

Screenshot 24 Enter the volume and total cost of compost purchased during the report year. 

Select the source(s) for the facility that produced the compost purchased. Typically compost 
facilities are the sources. If you bought compost from a third-party retailer (i.e. big box store) or 
a soil blender, please look on the bag, or ask the retailer to tell you where the compost was 
produced and list the compost producer. 

Click on the text “Don’t see a facility listed, add it here” if the source of the compost purchased 
is not on the list. That will bring up an option to add a new facility. Please carefully review the 
list before adding a new facility. Sometimes a facility can have multiple names, for example 
Pierce County Recycling, Composting and Disposal LLC is also known as LRI Hidden Valley 
Compost and LRI Compost Factory. For this report we list this facility as LRI Compost 
Factory. 
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Screenshot 25 Select the facility(ies) that produced the compost that was purchased (sources) 
then click Add/Update. Click Delete to remove a facility added. When finished, click Continue 
to Review Page. 

Step 3: Review and Submit 
Review the information in your report. Click Back to make edits and Submit when complete. 
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Screenshot 26 Use the Back button to return and add/edit information, if needed. Once 
everything is correct, click Submit to submit your report. 

When submitted, you’ll be taken back to the jurisdiction home page and receive an email 
confirmation showing the name of your city or county and the report year. You will also receive 
a PDF copy of your report attached to the email. 

Screenshot 27 Email from Ecology confirming report received and includes a copy of report. 
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If your report was submitted successfully, you will automatically return to the jurisdiction’s 
home screen of the CPO report portal. A green banner will show at the top, and the latest 
submission is added to the report history at the bottom. 

You can open a copy of the report by going to the Submission History section and using the 
appropriate hyperlink under Annual Report. An email confirmation will also be sent. Please save 
a copy for your records. 

Screenshot 28 The report submittals are displayed and are also accessible on the Submission 
History section of the jurisdiction’s report home page. 

For questions, please visit our CPO webpage, or contact Ecology’s Organics Management 
Team at organics@ecy.wa.gov. 

https://ecology.wa.gov/waste-toxics/reducing-recycling-waste/organics-and-food-waste/2022-organics-management-law/organics-management-for-local-governments/compost-procurement-ordinances
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