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Student Record Retention Policy 

The policy of Carnegie Mellon University is to ensure the safety, accessibility, confidentiality, and good condition 

of the permanent record of every Carnegie Mellon student, past and present. 

Carnegie Mellon University (CMU), established in 1900, holds all permanent records of our students (current and 

former) in the University Registrar’s Office. We maintain original paper records in an offsite secure climate-

controlled underground storage facility along with a microfilmed copy of each record. In addition, a copy of 

microfilmed records also resides in the University Registrar’s Office in Pittsburgh, PA.  This includes all students 

globally, include those students studying at our California teaching location and instructional sites. CMU has 

established the University Registrar’s Office as the official data steward of all student records. 

Historical Records 1906-1989 

For every student enrolled at Carnegie Mellon University as a new or continuing student prior to the fall 

semester, 1989, and dating back to 1906, the University Registrar's Office of Carnegie Mellon University 

maintains a complete permanent record, whether the student is degree-seeking or non-degree seeking, 

whether enrolled for credit or not within the student’s official transcript. The official transcript provides brief 

personal information to identify the student as unique. It contains courses, units and grades; semester and 

cumulative grade point averages; all degrees earned; transfer credit or advanced placement and dean’s list 

indications. 

The University Registrar’s Office has established and maintains within a microfiche copy of good, readable, and 

reproducible quality of the student's permanent record in a secured records unit. A secondary permanent 

microfilm copy of all records will be maintained in good condition in the climate-controlled, fire-proof, limited-

access security at an offsite facility. 

Modern Records 1989-Current 

For every student enrolling at Carnegie Mellon University as a new or continuing student beginning in fall 

semester, 1989, the University Registrar's Office of Carnegie Mellon University will establish and maintain within 

an electronic data file in the University Student Services Suite (S3, our student information system) a complete 

permanent record, whether the student is degree-seeking or non-degree seeking, whether enrolled for credit or 

not. The University Registrar's Office staff will, under the direction of the University Registrar, add to the 

electronic record such new information as pertains to the student's demographic and academic record as it 

becomes available, semester-by-semester, and as the student progresses in his/her career at Carnegie Mellon 

University. 
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Daily, the Carnegie Mellon University Computing Services Division will perform a backup of all databases that 

have been altered during that day. Weekly, the Computing Services Division will perform a complete backup of 

all records within the student data file. The Computing Services Division staff will store the daily backups in the 

climate-controlled, fire-proof, limited-access security facility in the Computer Operations center in Cyert Hall on 

the Carnegie Mellon University campus. Upon successful completion of the monthly backup, the Computing 

Services Division staff will securely transfer the weekly and monthly backups from the preceding month to 

climate-controlled, fire-proof, secured vault at an offsite facility. 

Cessation of Operations 
 
In the unlikely event that CMU (which has existed for more than 100 years) ceases to exist, it will make 
appropriate arrangements to comply with clauses (1) and (2) for all its students consistent with the 
Commonwealth of Pennsylvania statutes and law. I have an informal plan and agreement with the University of 
Pittsburgh’s University Registrar’s Office, that should either school cease, we would exchange student records. 


