
chicago style citing unpublished works
Understanding Chicago Style Citing Unpublished Works

chicago style citing unpublished works presents unique challenges for researchers, often
requiring meticulous attention to detail to accurately attribute information from sources not yet
formally published. Whether you are working with manuscripts, dissertations, theses, personal
correspondence, or oral history interviews, the Chicago Manual of Style (CMOS) provides guidelines to
ensure proper scholarly practice. This article will delve into the intricacies of citing various types of
unpublished materials in Chicago style, covering both notes and bibliography formats. We will explore
the essential components of citations for these materials, offering clear examples and practical advice
to help you navigate this often-complex area of academic writing. Understanding these principles is
crucial for maintaining academic integrity and allowing your readers to locate the sources you have
consulted.
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The Importance of Citing Unpublished Materials



Properly citing unpublished materials is fundamental to academic scholarship. These sources, by their
very nature, may be less accessible or widely known than published works. Therefore, providing
precise citation information allows other researchers to verify your findings, follow your line of inquiry,
and potentially access the same primary sources. Failing to cite accurately can lead to accusations of
plagiarism and undermine the credibility of your research. It demonstrates a commitment to
transparency and acknowledges the intellectual labor of the original creators of these materials.
When dealing with Chicago style citing unpublished works, accuracy is paramount.

Unpublished works often represent original thought, raw data, or unique perspectives that have not
yet undergone the peer-review process typical of published books or journal articles. This makes them
invaluable for in-depth research, particularly in fields like history, literature, and the social sciences.
The Chicago Manual of Style recognizes the significance of these sources and provides specific
guidance to ensure they are treated with the same rigor as published ones. Adhering to these
guidelines is not merely a stylistic requirement; it is an ethical imperative for any serious researcher.

Key Elements of Chicago Style Citations for
Unpublished Works

Regardless of the specific type of unpublished work, several core pieces of information are generally
required in a Chicago style citation. These elements ensure that the source is identifiable and
locatable. While the exact order and punctuation may vary slightly depending on the format (notes or
bibliography) and the nature of the material, understanding these fundamental components is the
first step. Precision in gathering and presenting these details is crucial for effective Chicago style
citing unpublished works.

The essential elements typically include:

Author’s full name (or creator’s name)

Title of the work (italicized for standalone works, in quotation marks for parts of larger works)

Date of creation or communication

Description of the material (e.g., “typescript,” “manuscript,” “letter,” “interview transcript”)

Location of the material (e.g., name of archive, library, personal collection, or a statement about
its private possession)

Access information, if available (e.g., collection number, box and folder number, URL if
digitized)



Citing Unpublished Manuscripts and Drafts

Unpublished manuscripts, whether they are drafts of books, articles, or other scholarly works, require
careful citation in Chicago style. The goal is to identify the author, the specific title of the manuscript,
its format, the date of its creation, and its current location. This often involves referring to materials
held in archives or personal collections.

In-Text Notes for Manuscripts
For a note citation, you would typically include the author's name, the title (italicized), the description
of the material, the date, and information about its location. For instance:

1. Jane Doe, “The Evolution of Urban Planning,” typescript, 2022, Jane Doe Papers, Box 3, Folder 5,
University Archives.

Bibliography Entries for Manuscripts
The bibliography entry for an unpublished manuscript is similar but often rearranged for clarity and
alphabetical order. The author’s last name comes first.

Doe, Jane. “The Evolution of Urban Planning.” Typescript. 2022. Jane Doe Papers, Box 3, Folder 5,
University Archives.

It is important to be as specific as possible with the location. If the manuscript is part of a larger
collection, noting the specific box and folder is essential for readers to find it. If the manuscript is
privately held by the author or their estate, this should be clearly stated.

Citing Theses and Dissertations

Theses and dissertations, even if unpublished, are substantial scholarly works that require clear
attribution. Chicago style provides specific formats for citing these, distinguishing between those
available through services like ProQuest and those held locally by an institution.

Notes for Theses and Dissertations
When citing a thesis or dissertation, include the author's name, the title (italicized), the type of work
(e.g., “Ph.D. dissertation,” “master’s thesis”), the institution, and the year. If available through a
database, include the database name and accession number.

1. John Smith, "A Study of Midwestern Agricultural Practices" (Ph.D. dissertation, University of
Chicago, 2021), ProQuest Dissertations and Theses.



Bibliography Entries for Theses and Dissertations
The bibliography entry follows a similar structure:

Smith, John. "A Study of Midwestern Agricultural Practices." Ph.D. dissertation, University of Chicago,
2021. ProQuest Dissertations and Theses.

If the thesis or dissertation is not available through a commercial database but is held by the
university library, you would cite it as such, omitting the database information but potentially
including the library’s call number if helpful.

Citing Personal Correspondence

Personal correspondence, such as letters or emails, is a common type of unpublished material used in
research. When citing these, it is crucial to protect the privacy of the individuals involved while still
providing enough information for identification.

Notes for Personal Correspondence
In a note, you would include the sender's name, the recipient's name, the date of the correspondence,
and its format (e.g., “private collection,” “personal papers”).

1. Letter from Alice Brown to Robert Green, March 15, 2020, private collection of Robert Green.

Bibliography Entries for Personal Correspondence
Bibliography entries for personal correspondence are generally not made unless the correspondence
is being published or is readily accessible in a public archive. In most academic contexts, personal
correspondence is cited solely in notes to protect the privacy of the correspondents. However, if the
correspondence is part of an archival collection, it would be cited as an archival item.

When privacy is a concern, the Chicago Manual of Style recommends consulting with the individuals
involved or their representatives. If such permission cannot be obtained or is not appropriate, the
citation should be generalized to avoid identifying individuals directly, if possible, while still indicating
the nature of the source.

Citing Oral History Interviews

Oral history interviews are invaluable primary sources that capture firsthand accounts of events and
experiences. Citing them requires identifying the interviewer, the interviewee, the date of the
interview, and where the interview is housed.



Notes for Oral History Interviews
A note citation would typically include the interviewee's name, the interviewer's name, the date, and
the repository or collection where the interview is stored.

1. Interview with Maria Garcia by David Lee, July 10, 2019, conducted at the City Historical Society,
Oral History Archive, CD 45, Tape 3.

Bibliography Entries for Oral History Interviews
The bibliography entry would format this information with the interviewee's last name first.

Garcia, Maria. Interview by David Lee, July 10, 2019. City Historical Society, Oral History Archive, CD
45, Tape 3.

It is also important to note if the interview is available in transcript form, as this would be included in
the description. If the interview has been published or is part of a published collection, it would be
cited as a published source.

Citing Unpublished Speeches and Lectures

Unpublished speeches and lectures, whether delivered in person or recorded, can be significant
sources of information. Proper citation ensures that their content is properly attributed and
discoverable.

Notes for Speeches and Lectures
In a note, you would include the speaker's name, the title of the speech or lecture (in quotation
marks), the occasion, the date, and its location or format (e.g., “private recording,” “unpublished
manuscript”).

1. Susan Chen, “The Future of Renewable Energy,” keynote address at the Environmental Policy
Summit, Chicago, IL, October 25, 2022, private recording.

Bibliography Entries for Speeches and Lectures
The bibliography entry would present this information in a similar fashion:

Chen, Susan. “The Future of Renewable Energy.” Keynote address at the Environmental Policy
Summit, Chicago, IL, October 25, 2022. Private recording.

If the speech or lecture is part of a larger collection of papers or a transcript is available in an archive,
you would incorporate that information into the citation, much like with manuscripts or interviews.



Citing Archival Materials

Archival materials are a broad category that can include correspondence, diaries, photographs, maps,
and ephemera. Citing them accurately requires specificity regarding the collection, the creator of the
material within the collection, and the exact item.

Notes for Archival Materials
A note citation for archival material typically includes the creator’s name, a description of the item,
the date, the collection name, and the repository information.

1. John Adams, Diary entry, November 5, 1777, John Adams Papers, Massachusetts Historical Society,
Boston.

Bibliography Entries for Archival Materials
The bibliography entry for archival materials is less common, as these are usually cited in notes.
However, if a specific archival item were to be included in a bibliography, it would follow a structure
similar to notes, with the creator’s last name first.

Adams, John. Diary entry, November 5, 1777. John Adams Papers, Massachusetts Historical Society,
Boston.

When citing archival materials, it is crucial to use the exact names of collections and repositories as
they are officially cataloged. Including accession numbers or box and folder numbers can further aid
in retrieval.

Notes vs. Bibliography: Application to Unpublished
Works

The Chicago Manual of Style offers two primary citation systems: the notes-bibliography system and
the author-date system. For unpublished works, the notes-bibliography system is generally more
prevalent and recommended, especially in humanities and historical research. This system uses
numbered footnotes or endnotes for the first citation of a source, followed by a shortened form for
subsequent citations. A comprehensive bibliography at the end of the work lists all sources consulted.

In the notes-bibliography system, the detailed information about the unpublished work is provided in
the note itself, allowing readers to immediately locate the source. The bibliography then serves as a
cumulative list for all cited materials, including published and unpublished items. This dual approach
ensures both immediate clarity for the reader and a comprehensive overview of the research base.

When employing Chicago style citing unpublished works, consistency in applying the chosen system
is key. Whether you are citing a personal letter or an obscure manuscript, the method of citation
should be uniform throughout your document.



Common Pitfalls in Citing Unpublished Materials

Researchers often encounter several common challenges when citing unpublished materials. One
significant pitfall is insufficient detail. Vague descriptions like "personal papers" without specifying the
collection or repository can render a source unlocatable. Another error is inconsistent formatting,
either between notes and bibliography or within different types of unpublished materials.

Privacy concerns are also a frequent stumbling block. Failing to consider the privacy of individuals
whose personal correspondence or interviews are being cited can lead to ethical breaches.
Additionally, misidentifying the nature of the material (e.g., calling a draft a final manuscript) can
create confusion. Finally, not consulting the most recent edition of the Chicago Manual of Style can
lead to outdated citation practices.

To avoid these issues, it is advisable to:

Always be as specific as possible with names, dates, and locations.

Maintain a consistent citation style throughout your work.

Prioritize privacy and obtain necessary permissions for sensitive materials.

Double-check the type and status of the unpublished material.

Refer to the latest edition of the Chicago Manual of Style for definitive guidance.

Best Practices for Chicago Style Citing Unpublished
Works

To excel at Chicago style citing unpublished works, adopt a systematic approach. Begin by thoroughly
identifying all necessary components of the citation before you start writing. Keep meticulous records
of the source’s author, title, date, physical description, and location. When dealing with archival
materials, always consult the finding aids or collection descriptions provided by the repository, as
these often contain standardized information crucial for accurate citation.

Furthermore, do not hesitate to contact the repository or the individual holding the material if you
have questions about its citation. Understanding the archival context—who created the papers, why,
and how they were organized—can also enhance your understanding and citation of the material.
Finally, remember that the ultimate goal of citation is to provide clarity and verifiability for your
readers, ensuring the integrity and rigor of your scholarly work.

Practicing these best practices will not only ensure compliance with Chicago style but also enhance
the overall quality and trustworthiness of your research. The effort invested in accurate Chicago style
citing unpublished works pays dividends in scholarly credibility.









Q: What is the primary difference between citing published
and unpublished works in Chicago style?
A: The primary difference lies in the level of detail required and the nature of the identifying
information. Unpublished works often require more specific locational data, such as archive names,
box and folder numbers, or collection identifiers, to ensure they are locatable by other researchers, as
they lack standardized publication details like ISBNs or publisher locations.

Q: How do I cite an unpublished manuscript that I found
online but is not part of a formal publication?
A: If an unpublished manuscript is accessible online but not through a formal publication channel (like
a journal or academic database for theses), you would cite it similarly to a physical manuscript but
include a URL and potentially a date accessed. The key is to describe it accurately as an unpublished
work and provide the most precise location information available.

Q: What if the author of an unpublished work is unknown?
A: If the author of an unpublished work is unknown, you would generally begin the citation with the
title of the work. In the case of notes, you would still state “Unknown Author” or omit the author field
if the title is sufficiently descriptive. The bibliography would start with the title.

Q: How do I cite a personal email in Chicago style?
A: Personal emails are typically cited in notes only and not in the bibliography, to protect privacy. The
note would include the sender's name, the recipient's name, the date of the email, and a description
such as “private correspondence” or “personal email.” For example: "Email from [Sender's Name] to
[Recipient's Name], October 26, 2023."

Q: Is it permissible to cite unpublished works without the
creator's permission?
A: It is generally permissible to cite unpublished works for scholarly purposes, especially if they are
housed in public archives or are available through institutional repositories. However, for highly
personal or sensitive materials, or those held in private collections, obtaining permission from the
creator or rights holder is ethically advisable and sometimes legally required.

Q: How do I handle unpublished works that are part of a large
archival collection?
A: When citing materials from a large archival collection, be as specific as possible. Include the
creator of the material, the title of the specific item, the date, the name of the collection, and the
repository where the collection is housed, along with the box and folder number or other identifiers
that pinpoint the item’s location within the collection.
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