“OTHERS” Enrollment on JBLM
HOW TO ENROLL INTO SCHOOLS AT JOINT BASE LEWIS MCCHORD 
Individual Training at JBLM is open for enrollment to outside Units and agencies to include but not limited to Reserve, National Guard, Air Force, Navy, Marine, Department of Defense employees and other government agencies. The Individual Training Section (ITS) handles these requests. We refer to these enrollments as “Others”
It is important to note that most seats are held for units on JBLM as they have priority. These holds are lifted at 45 Days from the class start date and all available seats are open for any unit to enroll. 
ALL enrollments close two weeks prior to the class start date, substitutions and deletions must be submitted as indicated below.
Enrollments: Enrollments are submitted on the JBLM HFL 888 School Application form. This form is submitted to the ITS Mailbox at the following address: 
usarmy.jblm.imcom.mbx.dptms-itb@mail.mil
Emails for enrollments must have the following written in the subject line: Class Name, Class Date, Last name of Student Attending, Student’s UIC for processing.

Examples of the HFL 888 can be found on our website:
http://www.lewis-mcchord.army.mil/DPTMS/training/tsb/its.html

We understand the unique nature of our outside units and require only signature by final approving authority as per your unit’s local SOP. We do not process A1 applications for our School Code 415 courses.

Deletions/ Substitutions: Deletions and substitutions must be submitted on an HFL 888 prior to two weeks before class start. Emergency deletions and substitutions must be submitted with justification written in remarks section of HFL 888 and sent to ITS mailbox with Subject Line as written in the following manner: EMERGENCY DROP/ SUBSTITUION REQUEST, Class Name, Class Date, Last Name of Soldier. This ensures immediate processing. Only emergency cases will be approved and processed within the 2 week window. All non emergent will be counted as a No Show IAW JBLM Reg 350-1. 
For Questions or concerns regarding enrollment procedures please call 253-967-2515.
