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Navigating Chicago Style In-Text Citations for Unpublished Works

chicago style in-text citations for unpublished works presents a unique challenge for
researchers and writers due to the ephemeral nature of the source material. Unlike published books
or journal articles with readily available catalog information, unpublished documents require a more
nuanced approach to ensure proper attribution and academic integrity. This comprehensive guide will
demystify the process of citing these less common sources within the Chicago Manual of Style,
covering everything from dissertations and theses to personal correspondence and archival materials.
We will explore the specific requirements for in-text parenthetical citations and explanatory notes,
ensuring your work adheres to the highest standards of scholarly practice. Understanding these
guidelines is crucial for anyone engaging with primary source materials that have not yet undergone
the rigorous review and publication processes of traditional academic publishing.
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Understanding Unpublished Works in Chicago Style

Unpublished works encompass a broad spectrum of materials that have not been formally printed or
widely distributed through commercial or academic channels. This category can include a diverse
array of documents, from handwritten letters and personal diaries to typescripts of novels, drafts of
dissertations, conference presentations, and even oral history interviews that have been transcribed
but not yet published. The fundamental principle of Chicago style, as with any citation system, is to
provide readers with sufficient information to locate and verify the source. For unpublished materials,
this often means describing the work in enough detail to distinguish it from other similar documents
and indicating its present location.

The challenge with unpublished works lies in their variability. Unlike published books that typically
have a title page, author, publisher, and publication date, unpublished documents might lack one or
more of these identifying features. This necessitates a flexible yet systematic approach to citation.
The Chicago Manual of Style provides guidelines, but it also emphasizes the importance of clarity and
reader accessibility, encouraging writers to adapt the principles to the specific nature of their source
material. The goal remains consistent: to give credit where it is due and to allow your audience to
follow your research trail.



Key Elements of Chicago Style In-Text Citations for
Unpublished Works

When citing unpublished works in Chicago style, several core pieces of information are essential,
whether you are using the author-date system or the notes-bibliography system. For in-text
parenthetical citations, the author's last name and a page number are generally required, mirroring
the practice for published works. However, if the author is unknown or the work is clearly identifiable
by its title, these elements will adapt accordingly. The critical aspect is to make the citation brief and
unambiguous within the text, leading the reader to the full bibliographic entry or note.

The underlying principle guiding the selection of citation elements for unpublished works is
identifiability. What information will most effectively help another researcher find this specific
document? This often involves considering:

The author or creator of the work, if known.

A descriptive title or a clear identifier for the work.

The date of creation or composition, if available.

The location or archive where the work is housed.

Any relevant collection or manuscript numbers.

These details are crucial for constructing both the in-text citation and its corresponding full note or
bibliography entry.

Author and Title Identification

The author's name is usually the primary identifier for any work. For unpublished documents, if the
author is known, their last name should appear in the in-text citation. If the work is a collection of
letters or manuscripts by a single individual, identifying the author is straightforward. However, for
anonymous or collaborative works, or for documents where the author is not readily apparent, the
title of the work or a descriptive phrase will take precedence. For example, an untitled manuscript
might be identified by its first few words or a descriptive label provided by the archive.

The title is particularly important for unpublished works as it often serves as the primary means of
distinguishing one document from another within a collection. If the work has a formal title, use it. If
not, create a descriptive title that accurately reflects the content. This descriptive title should be
enclosed in quotation marks if it refers to a shorter, standalone piece, or italicized if it refers to a
larger, unpublished work like a manuscript or thesis.



Date and Location of the Work

The date of creation is a vital piece of information, even for unpublished works. This might be the date
the letter was written, the diary entry was penned, or the manuscript was drafted. If an exact date is
unavailable, use an approximate date (e.g., "ca. 1950" for circa 1950) or a range of years. This
temporal information helps contextualize the source and understand its historical significance. When
the date is unknown, the citation should reflect this absence of information without making
assumptions.

The physical location of the unpublished work is paramount. Readers need to know where to find the
document to verify your research. This typically involves identifying the archive, library, or collection
that holds the material. Be as specific as possible, including the name of the institution, the specific
collection or manuscript number, and if applicable, the box or folder number where the document
resides. This level of detail ensures that your citation is actionable and contributes to the replicability
of your research.

Citing Specific Types of Unpublished Works

Chicago style offers specific guidance for various categories of unpublished materials, recognizing
their distinct characteristics. Each type may require slight variations in how information is presented
to ensure clarity and accuracy. Understanding these nuances is key to avoiding common citation
errors.

Manuscripts and Typescripts

For unpublished manuscripts or typescripts, such as drafts of books, articles, or screenplays, the in-
text citation will typically include the author's last name and page number. The full note or
bibliography entry will include the author, the title of the manuscript (italicized), a descriptive phrase
like "unpublished manuscript," the date of composition, and the location where it is held. For instance,
"John Doe, The Shadowed Path, unpublished manuscript, 1985, John Doe Papers, Box 3, Folder 7,
University Archives."

If the manuscript is part of a larger collection, you would include the collection name. For example,
"Jane Smith, 'Draft Chapters for River's Bend,' in Jane Smith Papers, Box 12, Manuscript Division,
Library of Congress." The level of detail should always aim to guide a researcher to the exact item.

Dissertations and Theses

Dissertations and theses, while often accessible through university libraries or online databases, are
generally considered unpublished works until formally published as books or articles. In-text citations
usually follow the standard author-page format. The full note or bibliography entry requires the
author's name, the title of the dissertation or thesis (italicized), the degree awarded (e.g., Ph.D. diss.,



M.A. thesis), the institution, and the year of completion. If accessed online, the URL or database
information should also be included, although the primary categorization remains as unpublished.

For example: "Michael Lee, Urban Development in Post-War Chicago (Ph.D. diss., University of
Chicago, 2018), 75. In the bibliography: Lee, Michael. Urban Development in Post-War Chicago. Ph.D.
diss., University of Chicago, 2018." If it's available through ProQuest, you would add that information
as well.

Personal Correspondence and Interviews

Personal correspondence, such as letters, and unpublished interviews present unique citation
considerations. For letters, the in-text citation might refer to the sender and date, or simply the
sender if the context is clear. The full note or bibliography entry should include the correspondent's
name, the recipient (if relevant and known), the date of the correspondence, and its location. For
example, "Letter from Sarah Jones to Emily Davis, March 15, 1930, Sarah Jones Papers, Box 5, Folder
2, Local History Museum."

For unpublished interviews, the citation should include the interviewee's name, the interviewer's
name (if different), the date of the interview, and its location. If the interview has been transcribed,
cite the transcript. If it's an audio or video recording, specify the format. For instance, "Interview with
Robert Garcia by Maria Hernandez, October 20, 2022, transcript, Robert Garcia Oral History Project,
State Archives."

Formatting In-Text Citations and Notes

Chicago style offers two primary citation systems: the notes-bibliography system and the author-date
system. Both are acceptable, but consistency within a single work is paramount. The choice often
depends on the discipline and the publication venue. For unpublished works, the principles of clarity
and identifiability remain the guiding forces for formatting.

Author-Date System

In the author-date system, in-text citations consist of the author's last name and the page number in
parentheses. For unpublished works, this translates directly. For example, if you are citing a page
from an unpublished manuscript by John Doe, your in-text citation would appear as (Doe 75). If the
author is unknown, you might use a shortened title or a descriptive identifier.

The corresponding entry in the reference list (which serves a similar function to a bibliography in the
notes system) would provide full details. For an unpublished manuscript, it might look like: Doe, John.
The Shadowed Path. Unpublished manuscript, 1985. John Doe Papers, Box 3, Folder 7, University
Archives. The key here is that the parenthetical citation is concise, and the reference list entry is
comprehensive.



Notes-Bibliography System

The notes-bibliography system, which is more traditional in humanities disciplines, uses numbered
footnotes or endnotes. For unpublished works, the first note for a specific source provides the full
bibliographic information, similar to a bibliography entry. Subsequent notes for the same source can
be shortened, often including the author's last name, a shortened title, and the page number.

For example, the first footnote for an unpublished manuscript might be: 1. John Doe, The Shadowed
Path, unpublished manuscript, 1985, John Doe Papers, Box 3, Folder 7, University Archives. A
subsequent note referring to the same source would be: 2. Doe, The Shadowed Path, 112.

The bibliography at the end of the work would list all cited sources alphabetically by author's last
name, providing full details in a format similar to the first note. This dual approach ensures that
readers can access detailed information either through the notes or the bibliography.

Essential Formatting Components for Notes and Bibliography

Regardless of the system used, certain formatting components are essential when citing unpublished
works in Chicago style:

Author's Full Name: As complete as available.

Title of Work: Italicized for longer works (manuscripts, theses), in quotation marks for shorter
works (letters, individual drafts within a collection).

Descriptive Phrase: Clearly state "unpublished manuscript," "typescript," "letter," "diary
entry," etc.

Date of Creation: Exact date, approximate date (ca.), or range.

Collection Name and Location: Name of the archive, library, or personal papers, followed by
specific identifiers like box and folder numbers.

Careful attention to these details is crucial for the integrity of your research.

Best Practices for Citing Unpublished Materials

Working with unpublished materials requires a proactive and meticulous approach to citation. The
inherent ambiguity or lack of standardized publication information for these sources means that the
writer bears a greater responsibility for ensuring clarity. Adhering to best practices will not only
safeguard your academic integrity but also make your research more accessible and verifiable for
your readers.



One of the most important practices is to be as specific as possible with location information. If you
are citing a particular letter from a larger correspondence, ensure that you can identify that specific
letter through the archival description. This might involve noting the date, a subject, or a specific
folder within a box. For unpublished manuscripts, if there are multiple versions or drafts, clearly
indicate which one you are using.

Furthermore, always consult the Chicago Manual of Style or its official website for the most current
and detailed guidelines. Citation styles can evolve, and staying informed ensures your adherence to
the latest standards. If you encounter a situation not explicitly covered, err on the side of providing
more information rather than less. Clarity for the reader should always be the ultimate goal.

Consulting Archival Descriptions

Archival repositories often provide detailed finding aids or inventories that describe the contents of
collections. These descriptions are invaluable resources for accurately citing unpublished works.
Before you begin writing, familiarize yourself with the finding aid for the collection you are using. Note
any specific accession numbers, box and folder designations, or item-level descriptions that can help
you pinpoint the exact source material.

If the finding aid is unclear or you are having difficulty locating a specific document, do not hesitate to
contact the archivist. They are experts in their collections and can provide guidance on how to best
identify and cite materials. Their knowledge can save you significant time and ensure the accuracy of
your citations, particularly when dealing with complex or extensive archival holdings.

Ensuring Reader Accessibility

The ultimate purpose of any citation is to allow your readers to locate and consult the sources you
have used. With unpublished works, this is particularly critical. A citation that is too vague will
frustrate your readers and undermine the credibility of your research. Think of your citation as a
roadmap; it needs to be precise enough for someone unfamiliar with the material to follow it directly
to the source.

This means providing the full institutional name of the archive, the precise name of the collection, and
the exact location within that collection (e.g., box number, folder number, item number). If the
unpublished work is part of a larger series of documents, specify its place within that series. Always
proofread your citations carefully to catch any typographical errors that could lead a reader astray.

Consistency and Clarity

As with all academic writing, consistency in your citation style is paramount. Choose either the notes-
bibliography system or the author-date system and adhere to it strictly throughout your work. This
includes formatting, punctuation, and the order of information. Inconsistency can be distracting and
may lead readers to question the overall rigor of your research.



Clarity should be your watchword. If you are uncertain about how to format a particular unpublished
source, take the time to research it thoroughly. It is better to spend a little extra time ensuring
accuracy than to submit work with potentially erroneous citations. Remember that proper citation is
not just a matter of following rules; it is a fundamental aspect of scholarly honesty and contributes to
the cumulative body of knowledge.

Q: What is the primary difference in Chicago style in-text
citations for unpublished works compared to published ones?
A: The primary difference lies in the level of detail required to uniquely identify and locate the source.
Unpublished works often lack standardized publication data, necessitating more descriptive
information about the document itself, its creation date, and its physical location in an archive or
collection to ensure reader accessibility.

Q: How do I cite an untitled unpublished manuscript in
Chicago style?
A: For an untitled unpublished manuscript, you would typically use a descriptive phrase as the title in
your citation, enclosed in quotation marks if it's a short piece or italicized if it's a longer work like a
manuscript. For example, in a note: "Untitled draft of short story, January 1978, Author Papers, Box 2,
Folder 4, University Archives."

Q: Can I use a shortened title for unpublished works in the
notes-bibliography system?
A: Yes, after the first full citation of an unpublished work in a note, subsequent notes can use a
shortened form. This typically includes the author's last name and a brief, recognizable title of the
work. For example: Doe, Shadowed Path, 112.

Q: What is the best way to cite personal correspondence in
Chicago style for unpublished works?
A: For personal correspondence, cite the correspondent's name, the recipient (if known), the date of
the letter, and its location in an archive or collection. For example: Letter from Jane Austen to
Cassandra Austen, March 27, 1815, Jane Austen Papers, British Library.

Q: How should I handle approximate dates for unpublished
materials in Chicago style?
A: If an exact date of creation is unknown for an unpublished work, use an approximate date. Chicago
style recommends using "ca." (circa) followed by the approximate year or date range. For example,
"ca. 1920" or "ca. March 1920."



Q: What if an unpublished work is available online? Do I still
treat it as unpublished?
A: Yes, even if an unpublished work is digitized and available online (e.g., through a university archive
or a digital humanities project), it is still generally treated as an unpublished work. The citation should
include the descriptive details of the original material and the URL or database information where it
can be accessed.

Q: How detailed should I be when citing materials from an
archive?
A: Be as specific as possible. Include the name of the institution, the name of the collection, and the
precise location within the collection (e.g., box number, folder number, item number). This level of
detail ensures that another researcher can find the exact document you referenced.

Q: What if I can't find a clear author for an unpublished work?
A: If the author is unknown, the in-text citation and the full citation will typically begin with the title of
the work or a descriptive phrase that identifies it. For example, "The Lost Diary, ca. 1945, Personal
Papers Collection, Box 1, Folder 3, City Archives."
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