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OVERVIEW 

1. The guidelines contained applies to all scope of work contracts awarded by United States Institute of 
Peace (USIP)-Kabul Office (KBO) with profit or nonprofit entities, official public organizations, NGO’s, 
other organizations and individuals in Afghanistan, including those embedded as advisors with various 
Government agencies. 

2. The guidelines are not intended to be comprehensive but rather it is intended to improve coherence and 
consistency for the remuneration and benefits offered to USIP Implementing Partner’s (hereinafter called 
“IPs”) staff under USIP awarded scope of work contracts and embedded government advisors. 

3. The aim of this policy is to reduce large variations in remuneration rates by application/introduction of a 
uniform salary scale. This is in order to reduce the level of turnover of staff moving between projects, 
reduce the sense of ‘unfair’ differences in allowances between projects, and bring remuneration 
packages progressively more in line with what Government offers through the NTA scale (annex A to 
this guide). 

4. IPs may continue to define more detailed aspects of HR through their own policies and procedures.  

5. Where certain allowances or benefits have been defined in the contracts of existing IPs staff, or in an 
agreed operation manual for the project, it may not be feasible to bring in changes immediately. 
However, alignment to these guidelines should apply for any and all new contracts and contract 
modifications going forward.  

 

SCOPE OF APPICABILITY AND RESPONSIBILITIES FOR 

IMPLEMENTATION 

6. Primary responsibility for ensuring implementation of this guidance lies with the IP and USIP. 

7. The guidelines apply to all national project staff employed directly by an IP and funded by USIP. 

8. The allowances listed here are intended to be the maximum set of allowances, both in terms of categories 
of allowance and the values for each category. In some cases, USIP’s Contracting Officer Technical 
Representative (COTR) and the IP may not want to offer the full amount of a benefit or offer a particular 
amount, in such cases it is for the COTR and IP to mutually determine what is permitted on an 
exceptional case.  

9. This guide should be reviewed on an annual basis, at the start of USIP’s fiscal year (October 1). It will be 
the responsibility of USIP to initiate and facilitate this process, in consultation with IPs. 

 

SALARY SCALE 

10. These guidelines are intended to implement the NTA Salary Scale where the local implementer is 
receiving donor funding including funding by USIP. It does not apply to those who are directly hired by 
the donors for their offices and are not responsible to report to the Afghan government. It also does not 
apply to consultants who are employed as short-term contractors. 

11. The NTA scale is intended to allow projects to recruit at competitive rates, while also reducing the 
competition with government for qualified staff. The use of the NTA scale is intended to ensure 
compliance with the Government’s NTA Scale, but in a manner that both disaggregates base salary from 
allowances, and also provide a lower cap on the highest salary level that a project can allow.  



 

 

IMPLEMENTATION GRADING  
12. The scale categorizes staff according to an 8-grade scale, for more information, refer to the NTA Salary 

Scale and Implementation Guideline (https://www.ketabton.com//book/1155). Also attached as 
Annex A to these guidelines. 

13. In many cases, project positions will not fit neatly into a grade. In such cases where it is ambiguous, the 
COTR and IP should use their best judgment to determine the closest grade and step. 

14. It is important that the grades of staff are not inflated in order to justify higher salaries. The grade for the 
position should fall in line with the scope of work, the management structures and responsibilities, 
individual skills and the required years of experience. 

IMPLEMENTATION STEPS AND INCREMENTS 
15. Salaries should be based upon a set of criteria, rather than previous salary history and individual 

negotiations. For more information, refer to the NTA Salary Scale and Implementation Guideline. 

16. Increments: Annual Increments should be based upon a performance appraisal mechanism acceptable 
to the COTR. Staff performing at a Satisfactory or at a level higher than expectation can be considered for 
an increment based on NTA steps and guideline. 

17. Renewals: For renewals, the IP may need more flexibility in order to retain qualified staff. For all those 
staff whose contract is up for renewal, IP can opt to sustain the individual’s salary at the current level, 
providing it falls into the correct salary structure for that grade under job Categories under the NTA 
Salary Scale.  

MONETARY ALLOWANCES  
18. Note: Total payments for Communications and Transport are not to exceed $500 in any one month per 

staff. If any of these allowances are phased out or reduced, then the cap will be adjusted accordingly. 

1. Per Diems National and National Hotels 

a. As per Afghan government guidelines, $10 a day is allotted for per diem. This amount is to 
cover meals and other incidentals, it excludes accommodation. 

b. Allow up to $40 for lodging per night. This is should be supported by a receipt from the 
accommodating establishment. It may be desirable to allow women a higher value, up to $50. 
The policy on this can be agreed with the USIP COTR, based on a market analysis of the travel 
destination. 

2. Per Diems International 

a. US government rates based on location of travel. 

3. International Hotels 

a. As per actual receipts from the accommodating establishment, within US Government rates. 
The rates for international hotels should not exceed US Government guideline. International 
travel for project staff should be limited and would require an approval from COTR.  

4. Hazard Pay (Location) 

a. The government does not pay hazard allowances.  

5. Communication 

a. Not to exceed $50/month per person. The $50/month figure should be maximum amount 
granted per month determined as per relevant staff scope of work. There should be flexibility 
for the COTR based on the size/complexity of the project being managed within this range.  

https://www.ketabton.com/book/1155


 

6. Local Transport Allowances  

a. Transportation allowance is not an allowable expense for commuting between home and office. 

b. For official business (e.g., travel meetings), Transportation for official business should be 
managed through office vehicles or on reimbursement of actuals. 

c. Threshold for travels within the country (Individuals up to AFN 20,000 – Group up to AFN 
50,000 or USD equivalent): National Travels for individuals up to AFN 20,000 and Groups up to 
AFN 50,000 can be evaluated and approved by IPs’ management. National Travels with higher 
expenses (individuals – AFN 20,001 and above & groups AFN 50,001 and above) must be 
approved in advance by the COTR.  

d. Travels outside the country (international travels): International travels needs USIP COTR 
written approval prior to travel regardless of cost. 

e. All travel that is not included in the approved project budget must be specifically approved in 
writing by the COTR. 

f. All air, train, or other carrier travel must be conducted at the most economical rate and receipts 
are required as documentation of the expenditure. 

g. First class or Business class travel is not allowed under any circumstances and any upgrade 
must be paid by the individual or the IP and well documented (a copy of the receipt, a printout 
showing the economy fare for the same date and time, and a receipt showing the fare paid by 
individual is sufficient documentation). 

NON-MONETARY BENEFITS 
1. Annual Leave: 20 days of annual leave, accruing 1.67 days of leave per month. Annual leave should 

not normally be taken within the probationary period of the contract.  

2. Other Paid Leave: 

a. 10 days that can be used flexibly with additional project supervisor permission for specified 
leave. 

b. 12 weeks maternity leave. Proposed maternity leave is same as govt. Maternity leave would be 
contingent upon the staff member holding at least a 1-year contract with prospects for renewal. 
Maternity leave cannot be taken in the first 6 months of employment. 

3. National Holidays 

a. Per Afghan Government guidelines, up to 15 days per year. Project staff may take 15 of the 
national holidays marked by govt per year, national holidays coinciding with official off days 
shall not be compensated with official work days. Records should be kept with management.  

4. Medical Cover 

a. To be phased out, starting with new contracts.  

19. The provision of Mahram support shall be established in the IP’s policies and procedures.  

 

TERMS OF REFERENCE FOR PROJECT STAFF 
20. The TORs for consultant positions should be reviewed by the USIP COTR prior to commencement of 

project. Other project positions can be reviewed where necessary, but the IP should use their judgement 
to decide which selected TORs are covered by prior review.  

 



 

Annex A:  
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