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TLLF may record both classroom and online video training sessions to make available to those unable to participate in 
the live setting.  All recordings and any supplementary online course content remain the property of The Learners Lab 
Foundation (TLLF).   
 
However, TLLF will always encourage TEC’s to prepare simulated, redacted, or summarized versions of the materials 
they process as a demonstration of the services delivered to TLLF programs, awardees.  THIS DOES NOT APPLY TO 
FEDERAL ENGAGEMENTS, THOSE SOW/COMPLIANCE REQUIREMENTS TAKE PRECIDENT IN ALL 
CASES/ENGAGEMENTS. All original course syllabi and course materials produced by an OEM or OEM Representatives 
are and remain the registered property of the OEM/Certification Issuing body unless otherwise noted by the OEM or 
appropriate Issuing Authority. 
 
Any uses of TLLF VPL, class or workshop recordings must first hold and display the written approval disclosure which can only be 
issued and authorized from the Executive Office via written consent by The Learners Lab Foundation (TLLF). 
 
INSTRUCTOR AVAILABILITY 
Instructors must make their availability known to TLLF in order to be schedule for certification classes or introductory 
workshops (or a workshop series) at the conclusion of each course/workshop taught where typically possible.  In many 
cases, the Statement of Work will include a scheduling component, and for federal customers it may be spelled out as 
part of the issuer’s solicitation. 
 
Email a confirmation on availability for each new class/workshop session at least 4-5 days prior to its start for both on-
site and video conference classes. A Planning Calendar is provided with your lesson package which can also be updated 
with your availability if wishing to instruct concurrent class sessions. 
 
PAYMENTS & INVOICING 
At this time TLLF offers a 1099 pay status.  Instructors receive a flat fee for each course taught, on an end of month 
payment schedule for Foundation engagements.  For service to Federal Agencies, the terms of the Federal Teaming 
Partner will be discussed at the time of hire for their project. 
 
TLLF is not offering employment or entering into an employment contract, but merely retaining you as an 
experienced coaching or professional development professional serving an Independent Instructor to deliver and or 
produce training materials to persons registering with TLLF to learn a specific discipline.  

___________________________/_____ 
Please Initial/Date to Acknowledge 

 
TIME MANAGEMENT 
Generally, time records/invoices for services to The Foundation will be due on or before the last Sunday of the month so 
that invoices can be processed by months end. For Training Delivery, classes going past the last Saturday have no 
bearing on pay since a flat fee “per course” is in effect.  For other engagements, including federal and teaming partner 
engagements, the time management and invoicing shall be in accordance with the projects requirements as specified in 
the proposal/contract award. 
 
Time record/invoices NOT received by midnight on the last Sunday of each month will be processed in the next invoice 
cycle.  No Exceptions. 
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COURSE ADMINISTRATION REGISTRY 

 
WANT DO YOU TEACH/DESIGN?  TELL US… 

Subject/Topic 

Is it a: 
Cert, 

Workshop 
or Series 

(C | W | S) 

 
Will you 
teach in 
English, 
Spanish, 

Other 
(E |S | O) 

It’s done by 
In-Class, 

Video Conf, 
or Virtual 
(C |VC | V) 

Materials 
(Produced  
or Need to 
Produce) 

(P | N) 

Desired 
1099 
Rate 
Hourly | 
Flat 

 
Can this 
Rate be 
Discounted 
for 501c3s 
(Y/N) 

        
        
        
        
        
        
        
        
        
        
        
        
        
        
        

(IF more lines are required, by all means, complete as thoroughly as is desired.  Thank You.) 
 

TEC PARTNER SERVICE LEDGER 
 
INTERNAL USE ONLY 

Approval Date  Course/Product Type(s) In-Class  VPL/Video Conf.  

Approved By:  Start 
Date 

 Hourly or Flat 
Fee 

 

Avail for Teaming:  
Orientation Packet Complete 

(Y/N/Incomplete) 
 Days Available M    T    W    TH    Sat 

Chart of Acct Entry Complete  COA ID#  Labor Rate Worksheet Complete  

TEC PORTFOLIO 

Course Assigned Date Course Assigned Date 
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