
chicago manual of style bibliography
examples for unpublished works
chicago manual of style bibliography examples for unpublished works are
crucial for academic and professional writing, ensuring proper attribution
and clarity when citing materials that haven't been formally published.
Navigating the nuances of citing these sources can be complex, requiring a
thorough understanding of the Chicago Manual of Style (CMOS) guidelines. This
article provides comprehensive guidance and detailed examples for creating
accurate bibliographies of unpublished works, covering a range of common
scenarios. We will explore how to cite dissertations, theses, manuscripts,
personal correspondence, lectures, and other unique unpublished materials,
all in accordance with the latest CMOS edition. By mastering these examples,
writers can confidently present their research and acknowledge all sources,
no matter their publication status.
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Understanding Unpublished Works in CMOS

The Chicago Manual of Style (CMOS) recognizes that not all valuable sources
have undergone the formal publication process. Unpublished works, whether
they are creative manuscripts, research papers in progress, personal letters,
or lecture notes, require specific citation methods to ensure intellectual
honesty and to guide readers to the source material. The core principle
remains the same as for published works: provide enough information for the
reader to locate and verify the source. However, the elements required for an
entry will differ based on the nature and accessibility of the unpublished
material.

When constructing a bibliography entry for an unpublished work, CMOS
emphasizes clarity and completeness. The goal is to describe the work
accurately and provide context about its availability. This often involves
specifying the type of work, its author or creator, the date it was created,
and crucially, its current location or accessibility. Failing to properly
cite unpublished materials can lead to accusations of plagiarism or a lack of
academic rigor. Therefore, understanding these specific guidelines is



paramount for any researcher relying on such sources.

Citing Dissertations and Theses

Dissertations and theses, while often available through university archives
or databases, are considered unpublished works until they are formally
published in a different format. The CMOS approach to citing these involves
providing the author's name, the title of the work (italicized), the degree
sought, the university, and the year of the degree. If the dissertation or
thesis is accessible online through a database like ProQuest, that
information should also be included.

Dissertations and Theses Available Online

For dissertations and theses found in academic databases, the entry should
include the author, title, degree, university, and year, followed by the
database name and the accession number or URL. This allows readers to access
the work electronically if they have the necessary subscriptions or
permissions.

Author's Last Name, First Name. "Title of Dissertation/Thesis." PhD
diss. or MA thesis, University Name, Year. Database Name, Accession
Number or URL.

Dissertations and Theses Available in Print or
Archival Form

If a dissertation or thesis is only available in physical form, such as in a
university library's special collections or archives, the citation will focus
on its physical location. The database information is omitted, and the entry
might specify the archive or library where it can be found.

Author's Last Name, First Name. "Title of Dissertation/Thesis." PhD
diss. or MA thesis, University Name, Year. Location (e.g., University
Archives, Special Collections).



Citing Manuscripts and Drafts

Manuscripts, whether unpublished novels, drafts of academic papers, or
historical documents, require careful citation. The key is to accurately
describe the document and its provenance. CMOS generally treats manuscripts
as unpublished works unless they have been formally published in some
capacity. The title of the manuscript is typically italicized.

Unpublished Manuscripts in Personal Possession or
Archives

When citing a manuscript that is held by an individual or an archive, the
entry should include the author's name, the title of the manuscript, a
description of the work (e.g., "unpublished manuscript"), and its current
location. For archival materials, the specific collection and repository are
essential.

Author's Last Name, First Name. Title of Manuscript. Year. Type of
document (e.g., unpublished manuscript, draft). Location (e.g., author's
private collection; Archive Name, Collection Name, Box Number).

For example, citing an early draft of a novel would look something like this:
Hemingway, Ernest. The Sun Also Rises. 1925. Typescript draft. John F.
Kennedy Presidential Library, Ernest Hemingway Collection, Box 12, Folder 5.

Citing Personal Correspondence and
Communications

Personal correspondence, such as letters, emails, and private messages, are
considered unpublished works. When citing these, it is crucial to protect the
privacy of the individuals involved. CMOS guidelines suggest that such
materials are generally not included in a bibliography unless they have been
made public through publication or are essential for the argument and
permission has been obtained.

Citing Personal Letters and Emails

If personal correspondence is cited, the entry should include the sender's
name, the recipient's name, the date of the correspondence, and its format
(e.g., letter, email). The location of the correspondence (e.g., in the



author's possession, in an archive) should also be noted. It is advisable to
use initials for recipients of personal letters in published works to
maintain privacy, unless otherwise agreed upon.

Sender's Last Name, First Name, to Recipient's Last Name, First Name,
Date. Format (e.g., Letter, Email). Location.

An example might be: Smith, John, to Jones, Mary, October 15, 2022. Email. In
author's possession.

Citing Lectures, Speeches, and Presentations

Lectures, speeches, and conference presentations, unless published in
proceedings or other formal outlets, are typically treated as unpublished
works. The citation should provide sufficient detail for a reader to
understand the context and, if possible, to access a recording or transcript
if one exists.

Citing Delivered Lectures and Speeches

When citing a lecture or speech, include the speaker's name, the title of the
lecture or speech (if applicable, italicized), the occasion or event where it
was delivered, the date, and the location. If a transcript or recording is
available, that information should also be provided.

Speaker's Last Name, First Name. "Title of Lecture/Speech." Type of
presentation (e.g., Lecture, Keynote Address, Conference Paper). Name of
event or institution, Date. Location. Availability (e.g., personal
recording, transcript available from speaker).

For instance: Adams, Jane. "The Future of Urban Planning." Keynote Address.
Annual Conference of Urban Designers, Chicago, IL, October 20, 2023. Personal
recording by author.

Citing Archival Materials and Unpublished
Reports

Archival materials, such as diaries, official documents, and unpublished
reports held in archives or special collections, are a significant category



of unpublished works. The citation for these materials requires precision
regarding the author, title, date, and the specific location within the
archive.

Citing Items from Archival Collections

When citing specific items from archival collections, the entry should
clearly identify the creator of the document, the title or a description of
the document, the date it was created, the name of the archive or repository,
and the collection and item identifier (e.g., box number, folder number).
This level of detail is crucial for researchers to find the exact item
referenced.

Creator's Last Name, First Name (if known). Title or Description of
Document. Date of Document. Archive Name, Collection Name, Box Number,
Folder Number.

A comprehensive example would be: Franklin, Benjamin. Letter to his son
William Franklin. March 10, 1775. Benjamin Franklin Papers, Library of
Congress, Manuscript Division, Box 2, Folder 7.

Citing Unpublished Reports

Unpublished reports, whether internal company documents, government reports
not yet formally released, or research reports distributed privately, also
fall under this category. The citation should include the authoring body or
individual, the title of the report, the date, and any information about its
availability or distribution.

Authoring Body or Individual. Title of Report. Date. Type of report
(e.g., unpublished internal report). Location or distribution
information.

For example: Environmental Protection Agency. Assessment of Air Quality in
the Ohio River Valley. 2021. Unpublished report. Available from EPA Region 5
office.

General Principles for Unpublished Works

Beyond the specific examples, certain overarching principles guide the



citation of all unpublished works in CMOS. Consistency is key; once a format
is chosen for a particular type of unpublished source, it should be applied
throughout the bibliography. The primary goal is always to provide enough
information for the reader to locate the source. This often means including
details about the physical format, current location, and any access
restrictions.

The distinction between a bibliography and a notes-bibliography system is
also relevant. While a bibliography lists all sources consulted, a notes-
bibliography system uses footnotes or endnotes for initial citations, with a
bibliography at the end. The specific details required for each entry might
vary slightly depending on which system is employed, but the core information
needed to identify the unpublished work remains consistent.

Common Pitfalls to Avoid

When citing unpublished works, writers often fall into common traps that can
undermine the credibility of their research. One frequent mistake is failing
to provide sufficient detail about the source's location, leaving readers
unable to find it. Another pitfall is treating a work as unpublished when it
actually has been published in a recognized form, such as an article in a
journal or a chapter in a book.

Inconsistent formatting is another common issue. For example, italicizing
titles for some manuscripts but not others, or varying the way archival
information is presented. It is also crucial to be mindful of privacy
concerns when citing personal communications; always ensure consent has been
obtained or that privacy is adequately protected by omitting identifiable
details where appropriate.

FAQ Section

Q: What is the primary difference in citing
unpublished works compared to published works in
CMOS?
A: The primary difference lies in the information provided regarding
accessibility and location. Published works typically have standard
identifying information like publisher and ISBN, whereas unpublished works
require details about where they can be found (e.g., archive, personal
collection) and their physical format.



Q: Do I need to include all personal correspondence
I've ever received in my bibliography?
A: No, not necessarily. CMOS generally advises against including personal
correspondence in bibliographies unless it is crucial to your argument and
you have obtained permission to cite it. The focus is on sources that are
essential for your research and verifiable by your readers.

Q: How do I cite an unpublished manuscript that I
found online but isn't in a formal database?
A: If an unpublished manuscript is available online through a website or
repository, you should provide the author, title (italicized), year, a
description (e.g., "unpublished manuscript"), and the URL. If a specific date
of access is important, you can include that as well.

Q: Is there a specific way to cite a draft of a book
that has since been published?
A: Yes. If you are citing a specific draft of a work that has since been
published, you would treat the draft as an unpublished manuscript, noting its
form (e.g., typescript, handwritten draft) and location. You would still cite
the published version separately if you also consulted it.

Q: What if I am citing a lecture that was recorded
and is available online?
A: If a lecture or speech you are citing has been recorded and is available
online, you should treat it similarly to an online unpublished work. Include
the speaker's name, title (if applicable, italicized), the event and date,
and the URL of the recording.

Q: How detailed should I be when describing archival
materials?
A: You should be as detailed as necessary for a reader to locate the exact
item. This typically includes the creator of the document, the title or a
concise description, the date of the document, the name of the archive, and
specific collection and item identifiers (e.g., box, folder, manuscript
number).

Q: Can I use initials for people mentioned in



personal correspondence I am citing?
A: CMOS often suggests using initials for recipients of personal letters when
published to protect privacy, unless explicit permission is granted
otherwise. For the sender, their full name is generally used if they are the
author of the cited work.

Q: What is the difference between citing a thesis
and a dissertation in CMOS?
A: While the core elements are similar, the key difference is in the degree
designation. You would specify "PhD diss." for a doctoral dissertation and
"MA thesis" or "MFA thesis" for a master's thesis, along with the university
and year.
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