
Total Value of Agreement:

Reporting Month:

Date:

Actual Start 

Date

Date 

Addressed 

(mm/yy)

Actual End 

Date

Comments:

Amount expended this month:

Amount funded:

Base Year Option Yr 1 Option Yr 2

-$                                      -$                           

Submitted by:

Agreement Period of Performance:

Mentor:

Protégé:

Total expenditures for the year:

Unexpended for the year: -$                                 

Major Developmental Tasks per Gantt 

Chart included in the Mentor-Protégé 

Agreement

Actual % Complete 

as of End of the 

Month
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Mentor Name of Mentor company.

Protégé Name of Protégé company.

Agreement Period of 

Performance

Start and end dates for the entire length of the agreement.

Total Value of Agreement The total dollar amount of the entire agreement.

Reporting Month The month that the expenses occured (for example, the monthly report 

for March is due by April 5th).

Submitted by The name of the person completing the report, does not need a 

signature.

Date The date the report was completed.

Base Year, Option Year 1, 

Option Year 2

"Base Year", "Option Year 1", "Option Year 2" are not to be confused 

with the calendar year. Mentor-Protégé funds are allocated by each 

fiscal year (FY) of the MP agreement. The expenditures must be 

deducted from the appropriate FY funds.

Amount funded The dollar amount provided for that MP agreement funding year.

Amount expended this 

month

The expenses incurred for the reporting month.

Total expenditures for the 

year

The total expenses incurred for the whole year to date.

Unexpended funds for the 

year

No input needed, this will automatically calculate

* The balance in this cell needs to be as close to "0" as possible by the 

end of the funding year. DO NOT use the next incremental funding until 

all of these funds have been expended and do not carry any remaining 

balance over to the next  funding year.

Instructions for Completing the DON Monthly Expenditure 
Reports



Major Developmental Tasks 

per Gantt Chart included in 

the Mentor-Protégé 

Agreement

As submitted on the Gantt Chart in the MP Agreement (or as 

Subsequently Amended) or revised Gantt Chart per approved Change 

Request(s)

Actual Start Date The date that particular Developmental Task is initiated.

Date Addressed Each month that particular Developmental Task is addressed.

Actual End Date The date that particular Developmental Task is completed.

Actual % Complete as of 

End of the Month

Estimate the percentage of that developmental task that is actually 

completed at the end of the reporting period.

Comments The Mentor must input a brief explaination of the month's 

accomplishments, challenges and actions for next month.
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