PAI HOC QUOC GIA HA NOI CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HQC KHOA HQC Déc 1ap - Tu do - Hanh phuc
XA HOQI VA NHAN VAN

CHUONG TRINH PAO TAO TRINH PQ PAI HQC
NGANH: LUU TRU HOC
MA SO: 7320303
(Ban hanh theo Quyét dinh sé 3212 /OP-XHNV, ngay 25 thang 8 ndm 2023

cua Hiéu truong Truong Dai hoc Khoa hoc Xa hoi va Nhdan van)

PHAN I: GIOI THIEU CHUNG VE CHUONG TRINH PAO TAO
1. Mot s6 thong tin vé chwong trinh dio tao
- Tén nganh dao tao:
+ Tiéng Viét: Luu trir hoc
+ Tiéng Anh: Archival Science
- M4 s6 nganh dao tao: 7320303
- Trinh d¢ dao tao: Dai hoc
- Danh hiéu t6t nghiép: Ctr nhan Luu trir hoc
- Ngon ngir dao tao: Tiéng Viét
- Thoi gian dao tao: 4 nam
- Tén viin bang tot nghiép:
+ Tiéng Viét: Cir nhan nganh Luu trit hoc
+ Tiéng Anh: The Degree of Bachelor in Archival Science

Pon vi dwge giao nhiém vu dao tao: Truong Pai hoc Khoa hoc Xa hoi va Nhan van,
Dai hoc Qubc gia Ha Noi.

2. Muc tiéu cua chwong trinh dao tao
2.1 Muc tiéu chung

Chuong trinh ddo tao nhim cung cAp ngudn nhan luc trinh d6 ctr nhan vé linh

vuc van thu, Iuu trir.
2.2 Muc tiéu cu thé
- Cung cép cho ngudi hoc nhirng kién thirc 1y luan va thuc tién co ban & trinh

do dai hoc vé linh vuc khoa hoc xa hoi va nhan van; Van ban, van thu, luu trir;
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- Pio tao ki nang chuyén mén va b trg vé linh vuc van thu, luu trit nham giap
nguoi hoc sau khi tdt nghi¢p co thé truc tiép thuc hién cac nghi€p vu co ban, tham
muu giup 1anh dao td chire quan 1y va thuc hién cac nhi€ém vu cua cong tac van thu,
luu triv;

- Phat trién cac pham chit c4 nhan va dao dtc nghé nghiép;
3. Thong tin tuyén sinh

3.1. Hinh thirc tuyén sinh: Theo quy dinh cua Pai hoc Quéc gia Ha Noi va
theo P& an Tuyén sinh ctia Truong Pai hoc Khoa hoc Xa hoi va Nhan van, Pai hoc
Quéc gia Ha Noi duoc cong bd hang nam.

3.2. Péi twong dw tuyén: Theo quy dinh cta Pai hoc Quéc gia Ha Noi va theo
Pé 4n Tuyén sinh cua Truong Pai hoc Khoa hoc Xa hoi va Nhan vén, Pai hoc Quéc

gia Ha Noi duoc cong bd hang nam.

3.3. Dw kién quy mé tuyén sinh: Theo chi tiéu duoc Pai hoc Québc gia Ha Noi
phé duyét va theo Pé an Tuyén sinh ctia Truong Pai hoc Khoa hoc Xa hoi va Nhan

van, Dai hoc Quéc gia Ha NoOi duoc cong bd hang nam.

PHAN II: CHUAN PAU RA CUA CHUONG TRINH PAO TAO
1. Chuén dau ra vé kién thirc

1.1. Kién thirc chung

PLO 1. Van dung kién thuc vé 1y luan chinh tri, phap luat trong cac hoat dong
nghiép vu, nghién ciru va thuc tién;

PLO 2. Str dung kién thirc vé cong nghé thong tin dap tng yéu cau cong viéc.
1.2 Kién thikc theo linh vuc

PLO 3. Van dung dugc cac kién thirc co ban vé khoa hoc xa hoi va nhan vin
vao trong hoc tap va nghién ctru, ciing nhu tng dung cac kién thirc khoa hoc ty nhién
dé phan tich, danh gia cac tu li¢u khoa hoc xa hdi, thich irng véi thoi dai cong nghiép
4.0.

1.3 Kién thirc ciia khoi nganh

PLO 4. Hiéu cac kién thuc vé thong tin hoc, thong tin phuc vu lanh dao va
quén 1y, dai cwong vé luu trir hoc. ..

1.4 Kién thirc ciia nhom nganh

PLO 5. Hiéu cac kién thirc chuyén mon vé nghi€p vu van thu trong céc co quan,
to chuec.

1.5 Kién thirc nganh



PLO 6. Téng hop céc kién thurc chuyén moén va van dung thanh thao nghiép vu
trong cong tac luu trir tai cac luu trir lich s, luu trit co quan, cac co quan quan ly nha
nude vé van thu, luu trit va luu trir tu;

PLO 7. Str dung thanh thao cic phin mém tng dung cong nghé sd phuc vu
cong tac van thu, luu trit.

2. Chuén diu ra vé ki ning
2.1 Ki nang chuyén mon
2.1.1. Cac ki ning nghé nghiép
PLO 8. Thuc hi¢n dung nghiép vu cong tac van thu;
PLO 9. Thyc hi¢n dung nghi€p vu cong tac luu trix;
PLO 10. Str dung cac kién thirc vé t6 chirc quan 1y cong tac van thu, luu trit.
2.1.2. Ki ndng tw duy va gidi quyét van dé

PLO 11. Phat hién, phan tich, giai quyét cac van dé vé to chirc quan i va thuc
hién nghiép vu cong tac van thu, luu trir.

2.1.3. Ki nang nghién curu

PLO 12. Phat hién, thuc hién nghién ctru va img dung két qua nghién ctru vao
thyc tién cong tac van thu, luu trir.

2.2. Ki nang bo tro
2.2.1. Cac ki nang ca nhan
PLO 13. Biét 1ap ké hoach va t6 chtrc cong viéc khoa hoc va hop 1y.
2.2.2 Lam viéc theo nhom:

PLO 14. Biét thiét ké va phat trién nhém lam viéc hiéu qua khi thyc hién cac
nhi€ém vu clia co quan, t6 churc.

2.2.3. Quan ly va lanh dao

PLO 15. Biét 1ap ké hoach va td chire thuc hién cong viéc vé vin thu, luu trix
chu dong va hi¢u qua.

2.2.4. Ki ndng giao tiép:
PLO 16. Ap dung va thyc hién cac phuong thirc giao tiép trong cong viéc;

PLO 17. St dung dugc Ngoai ngir ¢ trinh d B1, twong duong trinh do bac 3
(theo Khung nang luc ngoai ngit 6 bac dung cho Viét Nam) theo quy dinh ctia Bo Gido
duc va bao tao va ctia Pai hoc Quéc gia Ha Noi.

3. Vé mirc tw chi va trach nhiém



PLO 18. Trién khai doc 1ap céc nghié€p vu, dich vu van thu, luu trit;

PLO 19. T6 chic va diéu hanh nhom dé thyc hién cac cong viée trong linh vuc
van thu, luu trir;

PLO 20. Huéng dan thuc hién cac nghiép vu van thu, luu trir.
4. Vi tri viéc 1am ma sinh vién cé thé dam nhi¢m sau khi tot nghi¢p

- Cong chire van thu, luu trit trong cac co quan, t6 chtrc nha nude tir trung wong
dén dja phuong;

- Vién churc van thu, luu trit trong céc co quan, don vi su nghiép;
- Lanh dao, nguoi lam luu tri tai cac doanh nghiép luu trit va cac luu trir tu;

- Giang vién va nghién ctru vién tai cac co s¢ dao tao, nghién clru vé van thu,
luu trir.

5. Kha ning hoc tip, nang cao trinh dd sau khi tét nghiép

C6 co hdi hoc Ién & cac bac cao hon (thac si, tién si) va trd thanh cac nha khoa

hoc, Iam viéc tai cac trung tam/ vién/ co sé nghién ctru vé van thu, luu trit.



PHAN III: NOI DUNG CHUONG TRINH PAO TAO

1. Tém tit yéu cAu chwong trinh dao tao

Téng sb tin chi ciia chwong trinh dao tao (chua tinh Giao duc thé

chat, Gido duc qudc phong - an ninh, Ki nang bd tro):

Khoi kién thirc chung (chua tinh Gido duc thé chat, Gido duc quéc

phong - an ninh, Ki niang b6 tro):
- Khéi kién thirc theo linh vuec:
+ Bit budc
+ Tu chon
- Khoi kién thirc theo khdi nganh:
+ Bit budc
+ Tu chon
- Khéi kién thirc theo nhém nganh:
+ Bit budc
+ Tu chon kién thirc chuyén sau ctia nganh
+ Tu chon kién thirc lién nganh
- Khéi kién thirc nganh:
+ Bit budc
+ Tu chon

+ Thuc tp, Khoa luan t6t nghiép/cac hoc phan thay thé khoa

luan tot nghiép

125 tin chi

21 tin chi

24 tin chi

18 tin chi

6/18 tin chi

20 tin chi

11 tin chi

9/28 tin chi

15 tin chi

9 tin chi

6/18 tin chi

6/12 tin chi

45 tin chi

20 tin chi

12/32 tin chi

13 tin chi



2. Khung chwong trinh dao tao

M3 Sé S gio hoc tap M3 sb
STT hoe phin Hoc ph?ln tin Li Thuc | Tw hoc phan
P chi | guyél | hanh? | hoc® | tién quyét
Khoi kién thirc chung
| (chua tinh Gi,do duc thé chat, 21
Gido duc quoc phong - an
ninh, Ki' nang bo tro)
Triét hoc Méc - L& nin
1 PHI1 .. .. . 42 102
006 Marxist - Leninist Philosophy 3 0 0
Kinh té chinh tri Méc - L& nin
2 PEC1008 | Political economy of Marx - 2 20 20 60 | PHI1006
Lenin
3 | pHIt002 | ChunehiaxahoiKhoahoe 1 o0 |y | gg | pi1006
Scientific Socialism
Tu tudéng H6 Chi Minh
4 POL1001 | Ho Chi Minh’s Ideology 2 28 4 68
Lich str Bang cong san Viét Nam
5 HIS1001 | History of Vietnamese 2 28 4 68
Communist Party
6 | THL1057 | NpanuoevaPhipluatdaicuong |, g |50 | 6o | pHIL006
General State and Law
Ngoai ngit B1
7 " 2 7 1
Foreign Languages B1 > 0 0 00
Tiéng Anh B1
FLF1107 English B1 5
Tiéng Trung B1
FLF1407 Chinese B1 >
Tin hoc co s&
8 INT1226 . . 3 30 30 90
Basic Informatics
9 K¥ ning bo trg 3
Soft Skills
10 Glao_duc thé cha_t 4
Physical Education
Gio duc qudc phong - an ninh
11 National Defense and 8
Security Education
I Khéi kién thirc theo linh vwee | 24
1.1 Cdc hoc phan biit bujc 18
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M Sé S6 gio hoc tap M3 sb
STT hoe phin Hoc ph?ln tin Li Thuc | Tw hoc phan
P chi | thuyéd | hanh? | hoc® | tién quyét

Céc phuong phéap nghién ctru

12 | MNS1053 | khoa hoc 3 42 6 102
Scientific Research Methods
Co sé van hoa Viét Nam

13 HIS1056 | Fundalmentals of Vietnamese | 3 42 6 102
Culture
Lich sir van minh thé gi6i

14 | HIS1053 | History of World’s 3 | & 6 | 102
Civilizations

15 | PHI1054 | LO8lc hoc dai cuong 3 | 42 | 6 |102
General Logics

16 | psy10s1 | am Iy hoc dai cuong 3 | 42 | 6 |102
General Psychology

17 | sociosy | X@hothoe dai cuong 3 | 42 | 6 |102
General Sociology

1.2 Cic hoc phan tw chon 6/18

18 | INE1014 | Kinh € hoe dai cuong > | 26 | 8 |66
General Economics

19 | poL1os3 | H1¢ thong chinh trl Vigt Nam |, | o9 || gg
Vietnam’s Political System
Hoi nhép qudc té va phat trién

20 ITS1051 | International Integration and | 2 28 4 68
Development
Moi trudng va phat trién

21 EVS1001 | Environment and 2 28 4 68
Development
Nhép mon néng luc thong tin

22 | LIB1050 | Introduction to Information 2 28 4 68
Literacy

23 | MATI078 | Lhongkechokhoahoexahot ;1 o0 | g | g
Statistis for Social Sciences

24 | LIN1osp | Thuchanhvanbantiéng VIEt 1, 1o, | 5y | g
Practicing on Vietnamese Texts
Tu duy sang tao va thiét ké y
tuong

25 LIT1054 : . . 2 24 12 64
Creative Thinking and design
thinking

26 LIT1053 | Viét hoc thuat 2 30 0 70




M Sé S6 gio hoc tap M3 sb
STT hoe phin Hoc ph?ln tin Li Thuc | Tw hoc phan
’ep chi | tuyéf | hanh? | hoc® | tién quyét
Academic Writing
Khoi kién thirc theo khoi
i N 20
nganh
.1 Cdc hoc phan bit bujc 11
27 | MNS1054 | KhOTnehicp 3 | 42 | 6 |10
Start-up
28 | ARO1104 | NIN ludn 2 | 0 0 | 100
Annual Essay
Luu trir hoc dai cuong
29 | ARO1100 ] . 3 42 6 102
General Archival Science
Lich str nha nudc va phap
luat Viét Nam
30 | AROLLS0 History of State and Law in 3 42 6 102
Vietham
1.2 Cic hoc phan tw chon 9/28
Quan hé cdng ching trong
31 | ARO1102 | van phong 3 42 6 102
Public Relationship in Office
Str 1iéu hoc
32 | AROLIDS Historical Source Studies 3 42 0 102
33 | LIB20o1 | | 1Ong tin hoc dai cuong 3 | 42 | 6 |102
Information Study
Thu vién hoc dai cuong
34 | LIB1100 | Introduction to Library 3 42 6 102
Science
Vian ban quan ly Nha nudc
35 | ARO1105 | State Management 3 42 6 102
Documents
36 | ANT1100 | Nhan hoc dai cuong 3 | 39 | 12 | 99
General Anthropology
37 | MNst100 | Khoa hoc quanly daicuong o1 15 | )
General Management Science
38 | MNs1101 | ¥ a0 hod to chuc 3 | 42 | 6 |102
Organizational culture
39 N‘goalAnguthoa hoc Xa hoi 4 16 80 104
va Nhan van 1
ELH1155 Tiéng Anh Khoa hoc Xa hdi 4

va Nhan van 1




M Sé S6 gio hoc tap M s6
STT hoe phin Hoc ph?ln tin Li Thuc | Tw hoc phan
P chi | thuyéd | hanh? | hoc® | tién quyét
English for Social Science
and Humanities 1
Tiéng Trung Khoa hoc Xa hoi
va Nhan van 1
FLH11 ] ) ) 4
56 Chinese for Social Science
and Humanities 1
v Kh\01 kién thiwc theo nhom 15
nganh
V.1 Cic hoc phan bit bujc 9
Tb chtic cong tac vin thu
40 | ARO3100 | Organizing of Records 3 42 6 102
Management
41 | Aro1170 | XY thudtsoanthaovanban |5 |45 | 5 |40y
Documentation Compiling
Quan li van ban, con dau va
42 | ARO1174 | et bi luu khoa bi mat 3 | 42 | 6 |102 | ARO3100
Management of Documents,
Seals and e-Token
V.2 Cic hoc phan tw chon 6
V21 Bjnh fzu’éng‘ kién thirc chuyén 6/18
sdu cua nganh
Hanh chinh hoc dai cuong
43 | MNS2064 | General Administrative 3 42 6 102
Sciences
44 | ARO1173 | 1Du tuc hanh chinh - 3 | 42 | 6 |102
Administrative Formalities
45 | ARO1171 | Hethong thong tinvanphong | 0o 1o | )
Office Information Systems
Dao dtrc cong vu
46 | AROLL66 Public Service Ethics 3 42 6 102
47 | ARO30GG | Va0 hod cong so 3 | 42 6 | 102
Office Culture
K§ ning giao tiép - thuyét trinh
48 | ARO1172 | Communication - 3 42 6 102
Presentation Skills
V22 D_l'l:lh hudng kien thuc lién 6/12
nganh
49 | ARO1151 | Nhap mén Quan tri vin phong 3 | 42 6 | 102
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STT

Ma
hoc phin

Hoc phén

S6
tin
chi

S6 gio hoc tap

Li ]
thuyér

Thuc
hanh?

Tu

3
hoc

M3 s6
hoc phan
tién quyét

Introduction to Office
Management

50

ARO1162

Quan tri nhan sy van phong
Office Human Resources
Management

42

102

ARO1151

51

ARO3064

Nghiép vu tham muu, tong hop
Majors of Consultancy and
Synthesis

42

102

52

ARO3076

To chire sy kién trong vin phong
Event Organization in Office

42

102

ARO1151

Khéi kién thirc nganh

45

V.1

Cic hoc phan bit bujc

20

53

ARO3098

T6 chirc 1ap va quan 1i hd so
Profiling and Managing
Records

42

102

ARQO3100

54

ARO3033

T6 chirc khoa hoc tai liéu
Organizing Archival
Documents

69

12

169

ARCO1100

55

ARO3086

T6 chtrc bao quan tai lidu
Presevation of Archival
Documents

42

102

ARO1100

56

ARO3035

T6 chtrc khai thac sir dung tai
liéu luu trir

Utilization and Use of
Archival Documents

42

102

ARO1100

57

ARO3069

Luu trir tai liéu dién tir
Archive of Electronic
Documents

42

102

58

ARO3099

Quan li nha nudc vé cong tac
van thu, luu triv

State Management on Record
Management and Archive
Works

42

102

ARO1100

V.2

Cic hoc phén tw chon

12/32

59

ARO3093

T6 chirc quan 1y tai ligu luu
trir sO
Digital Archive Management

42

102

60

ARO3071

Luu trir tai liéu khoa hoc -

28

68

ARO3033
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STT

Ma
hoc phin

Hoc phén

)
tin
chi

S6 gio hoc tap

Li ]
thuyér

Thuc
hanh?

Tu

3
hoc

M3 s6
hoc phan
tién quyét

cong nghé
Archive of Science -
Technology Documents

61

ARO3014

Luu trir tai liéu Nghe - Nhin
Archive of Audio - Visual
Documents

28

68

ARO3033

62

ARO3058

Cong tac van thu, luu trix
trong céc to chire kinh té
Record Management and
Archive Works in Economic
Organizations

28

68

ARQO3033

63

ARO3059

Cong tac van thu, luu trir
trong cac t6 chire chinh tri,
chinh tri - xa hoi

Record Management and
Archive Works in Social -
Political Organizations

28

68

ARO3033

64

ARO3023

Tiéu chuan hoa trong cong tac
van thu, luu triv
Standardization in Record
Management and Archive Works

28

68

65

ARO3072

Lich st lvu trix
History of Archives

28

68

66

ARO3073

B4o hiém tai liéu luu trit
Archival Backup

28

68

ARO3033

67

ARO3062

Marketing luu triv
Marketing in Archive

28

68

ARO3033

68

ARO3087

Ung dung coéng nghé thong
tin trong cong tac van thu,
luu trir

Information Technology
Applications in Record
Management and Archive Works

28

68

69

ARO3094

Té chirc luu trit tu
Private Archives

42

102

70

ARO3095

Luu trir tai liéu chuyén nganh
Archive of Specialized
Documents

42

102

71

ARO3096

Dich vu luu trir
Archival Services

28

68
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M Sé S6 gio hoc tap M3 s6
STT hoe phin Hoc ph?ln tin Li Thuc | Tw hoc phan
’ep chi | tuyéf | hanh? | hoc® | tién quyét
72 | ARO30g7 | Twyén thong rong luu trdr - 15| o |
Communication in Archive
Thuc tgp, Khda lugn tot
V.3 nghigp/cdc hoc phan thay 13
thé khoa luan tot nghiép
, ARO3100/
Thuc tap thuc té ARO1170/
7 ARO4 oot T 1
3 04050 Internship 3 0 0 50 ARO1174/
ARO3098
ARO3033/
Thuc tap tot nghiép ARO3086/
74 | ARO4051 ] . 2
0405 Graduation Internship > 0 0 50 ARO3035/
ARO4050
75 | ARO4gsp | Khod ludn tot nghigp 5 | 0 | 0 |250|ARO4051
Graduation Thesis
Cac hoc phan thay thé khod 5
ludn tot nghiép
Ly luan va phuong phap
cong tac van thu
76 | ARO4057 Theories and Methods of 2 28 4 68 | ARO4051
Record Management
Ly luan va thyc tién cong tac
luu trix
77 ARO4058 Theories and Methods of 3 42 6 102 | ARO4051
Record Archive
Tong cong 125

Ghi cha: Mot tin chi dwoc tinh twong dwong 50 gio hoc tdp dinh mirc cia

ngueoi hoc, bao gom ca thoi gian dy gio giang, gio hoc ¢ huéng dan, tw hoc, nghién

cuu, trai nghiém va du kiém tra, danh gia; doi véi hoat dong day trén lop, mot tin chi

yéu cau thye hién téi thiéu 15 gio giang hodc 30 gio' thwe hanh, thi nghiém, thdo ludn

trong do mét gio trén 16p dwoc tinh bang 50 phiit.

(1): Li thuyét.

(2): Thuc hanh, thi nghiém, thao lugn.

(3): Thue tdp, Nghién citu, tw hoc c6 kiém tra danh gia.
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