All –
Our dry run for the NDC Activation begins Monday, August 10th. This will give us 2 weeks to work out any challenges before our official activation date of August 24th. I realize there are issues surrounding MTEL access and printing of placards. HQ advised that approximately 10% of the entries failed in the eAccess batch process. Please be patient as we are working towards a resolution.
In the interim, begin completing the Readiness Assessment Checklist (attached) that was previously provided as part of the NDC Activation Training. The checklist MUST BE CERTIFIED via the VOE website by noon on August 13th. Please retain a copy in your files. 
In further preparation, please review the attached presentations:
Creating MTEL Placards - Retail: Gives step by step instructions and screen shots to create placards.
Retail Placarding Overview: Provides instruction of your role as a Retail Unit.
Retail Communications Assessment Checklist: Must be completed and Certified by NOON, Thursday, August 13th.
NOTE:
· First Class Letters, Flats, and SPRs maintain the current process for mail separation. 

· Retail Units will make separations for Standard Mail, Periodicals and Package Services based on product type, originating ZIP Code, and destinating ZIP Code. 

· For mail originating at Retail Units, MTEL will automatically produce distribution splits based on Retail Distribution Code data. 

· Non-Machineable Outsides (NMO”s) must be separated from Machineable parcels. NMO’s are parcels that exceed 17” X 17” X 30”. 

· Placards for mixed containers, such as an APC, will have an RDC code of “99”. Individual separations (tubs, etc.) need to have the appropriate placard affixed. 
· Print only what you need for each day. 

· Do not use recycled placards. 

· Be sure the placard barcode area is clear to enable Surface Visibility scanning. 

· If you have a BMEU and receive bulk mail (mailer mail) outside of an established Customer Supplier Agreement (CSA), the Retail Units will consolidate this mail prior to sending to the SCF or P&DC. 

