choose the correct format for citing
personal communication

choose the correct format for citing personal communication when incorporating
information obtained through interviews, emails, phone calls, or other non-retrievable
sources is a critical aspect of academic and professional writing. Proper citation of
personal communication ensures credibility, respects intellectual property, and helps
readers understand the origins of the information. This article explores the various
citation styles commonly used, such as APA, MLA, and Chicago, and explains how to
accurately format citations for personal communication in each style. Additionally, it
discusses the rationale behind different citation rules, common mistakes to avoid, and tips
for maintaining consistency in your references. Understanding these guidelines will help
writers adhere to best practices and produce well-documented work. The following
sections will guide you through the essential elements of formatting personal
communication citations and provide practical examples for immediate application.
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Understanding Personal Communication in
Academic Writing

Personal communication refers to information obtained directly from individuals through
various informal or formal means, such as conversations, interviews, emails, letters, phone
calls, or private messages. Unlike published sources, personal communications are
typically not recoverable by readers, making their citation distinct from other references.
When incorporating such information, writers must choose the correct format for citing
personal communication to provide clarity and accountability while respecting the privacy
and confidentiality of the source.

Definition and Examples of Personal Communication

Personal communication includes any firsthand information that cannot be found in
published or publicly accessible sources. Examples include:



Interviews conducted by the author

Emails or letters exchanged with experts or participants

Phone conversations with professionals or stakeholders

Private messages or direct conversations

These types of communications are valuable for adding unique insights or unpublished
data, but their citation requires careful attention to format and style guidelines.

Importance of Citing Personal Communication

Citing personal communication is essential to credit the original source and provide
transparency in research. It informs readers that the information comes from a direct
interaction rather than a published document. Proper citation also protects the author's
integrity by distinguishing between original research data and secondary sources.

Citation Styles and Their Formats for Personal
Communication

Various citation styles prescribe different formats for citing personal communication.
Understanding these differences is crucial for authors aiming to choose the correct format
for citing personal communication according to the style required by their academic or
professional context.

APA Style Format

The American Psychological Association (APA) style requires personal communications to
be cited only in the text and not included in the reference list, as the information is not
recoverable by readers. The in-text citation should include the communicator's initials, last
name, the phrase "personal communication," and the exact date of the communication.

Example: (J. Smith, personal communication, March 5, 2023)

MILA Style Format

The Modern Language Association (MLA) style advises citing personal communication in
the text and including a brief description of the form of communication. Personal
communications such as interviews are usually included in the works cited list, but emails
and conversations may only appear in the text.

Example in-text citation: (John Smith, email to the author, 5 Mar. 2023)

Example works cited entry for an interview:



e Smith, John. Interview. 5 Mar. 2023.

Chicago Style Format

The Chicago Manual of Style provides flexibility for citing personal communication either
in footnotes or endnotes, depending on the author’s preference. Generally, personal
communication is cited in notes and rarely included in the bibliography.

Example note citation: John Smith, email message to author, March 5, 2023.

Rules and Best Practices for Citing Personal
Communication

Choosing the correct format for citing personal communication involves adhering to
specific rules and best practices that enhance clarity and maintain professionalism in
writing.

When to Cite Personal Communication

Personal communication should be cited whenever unpublished information from a direct
source is used to support an argument or provide context. This includes unique data,
opinions, or clarifications obtained through direct contact with individuals.

Privacy and Consent Considerations

Since personal communications may contain sensitive information, it is important to obtain
permission from the source before citing their communication. Anonymity or
confidentiality should be respected when requested, and citations should be modified
accordingly.

Formatting Guidelines

To choose the correct format for citing personal communication, consider the following
guidelines:

1. Include the communicator’s name and initials where required.
2. Specify the type of communication (e.g., email, interview, phone call).
3. Provide the exact date of the communication.

4. Follow the specific citation style rules (APA, MLA, Chicago, etc.).



5. Do not include personal communications in the reference list if the style dictates so.

Common Mistakes When Citing Personal
Communication

Many writers encounter challenges when citing personal communication, often leading to
inaccuracies or inconsistencies that undermine the credibility of their work.

Including Personal Communications in Reference Lists
Incorrectly

One frequent error is listing personal communications in the bibliography or works cited
list when the citation style prohibits it. Since these sources are not retrievable, most styles
require them to be cited only in-text or in notes.

Lack of Specific Details

Another common mistake is omitting critical details such as the date of communication or
the format type. This omission can lead to confusion and reduce the reliability of the
citation.

Improper Formatting and Style Mixing

Mixing citation styles or applying inconsistent formats within a single document can
confuse readers and detract from the professionalism of the work. Writers must ensure
uniformity by strictly following the chosen citation style.

Tips for Maintaining Consistency in Personal
Communication Citations

Maintaining consistency when choosing the correct format for citing personal
communication enhances the readability and credibility of academic or professional
documents.

Create a Citation Guide

Developing a personal reference guide based on the required citation style can help
streamline the citation process and reduce errors.



Use Citation Management Tools

Utilizing citation management software that supports personal communication entries can
assist in organizing and formatting citations accurately.

Double-Check Each Citation

Review all personal communication citations for completeness, accuracy, and adherence
to style guidelines before finalizing the document.

Frequently Asked Questions

What is the correct way to cite personal communication
in APA format?

In APA format, cite personal communication in-text only as it is not recoverable data.
Example: (J. Smith, personal communication, May 5, 2023). No reference list entry is
needed.

Can personal communication be included in the
reference list?

No, personal communication such as emails, interviews, phone calls, and private letters
should only be cited in-text and are not included in the reference list because the source is
not publicly accessible.

How do you cite a personal interview in MLA format?

In MLA format, cite a personal interview in the works cited list as follows: Last Name,
First Name. Personal interview. Date of interview. In-text citation includes the
interviewee's last name.

Is it acceptable to cite personal communication with
just the communicator's name and date?

Yes, in most citation styles like APA, you include the communicator's initials and last
name, the phrase 'personal communication,' and the exact date of the communication
within the in-text citation.

How do you format a citation for an email in Chicago
style?

In Chicago style, personal communications such as emails are cited in the text or in a note,
not in the bibliography. For example: (John Doe, email message to author, March 10,



2023).

Why is personal communication not included in the
reference list?

Personal communication is not included in the reference list because it is not retrievable
by readers, making it impossible for others to access or verify the source.

What information is essential when citing personal
communication in any format?

Essential information typically includes the communicator's name, the phrase indicating
personal communication (e.g., personal communication, interview, email), and the exact
date of the communication.

Additional Resources

1. Publication Manual of the American Psychological Association

This manual is the official guide published by the American Psychological Association
(APA) and is widely used for academic writing and citation. It provides detailed
instructions on how to cite various sources, including personal communications such as
emails, interviews, and letters. The book emphasizes the importance of clarity, precision,
and consistency in citations. It also covers ethical considerations and offers examples for
correct formatting.

2. MLA Handbook

The MLA Handbook is the authoritative guide for writers using the Modern Language
Association (MLA) style, commonly applied in the humanities. It explains how to cite
personal communication like conversations, emails, and interviews within the text,
typically in parenthetical citations or in the Works Cited list when appropriate. The
handbook stresses the importance of acknowledging sources to avoid plagiarism while
maintaining readability.

3. Chicago Manual of Style

This comprehensive style guide is widely used in publishing and academic writing,
especially in history and the arts. It provides clear guidelines on citing personal
communications, recommending in-text citations or footnotes since such sources are
usually not included in the bibliography. The manual helps writers handle various types of
personal communication with proper formatting and attribution.

4. Academic Writing and Publishing: A Practical Handbook

This book offers practical advice for researchers and students on writing and publishing
academic papers. It includes sections on citing unconventional sources like personal
communications, explaining when and how to cite them properly. The handbook also
discusses the ethical implications of using unpublished or private information and the
importance of obtaining permission.

5. Writing with Style: APA Style for Social Work



Targeted at social work students and professionals, this book simplifies the APA citation
style for use in social sciences. It covers the citation of personal communications,
emphasizing the correct format and the necessity of including personal communication
citations only in the text, not in the reference list. The text also provides examples relevant
to social work contexts.

6. The Craft of Research

This guide helps researchers at all levels understand the research process, including
proper source documentation. It addresses the citation of personal communications,
highlighting their role in supporting claims and the importance of transparency. The book
encourages careful attribution to maintain credibility and avoid plagiarism.

7. Essential Guide to Academic Writing

Designed for students new to academic writing, this guide explains the fundamentals of
citing various sources, including personal communication. It outlines the appropriate
formats for in-text citations and discusses when personal communication should be cited.
The guide also provides tips for integrating citations smoothly into academic prose.

8. Effective Writing in Psychology: Papers, Posters, and Presentations

Focused on psychology students and professionals, this book instructs on writing and
citing sources according to APA style. It includes detailed instructions on citing personal
communication, stressing that such sources are cited only in the text with the
communicator’s name, the phrase “personal communication,” and the date. The book also
covers ethical issues related to using personal information.

9. Handbook of Technical Writing

This handbook serves as a resource for writing clear and concise technical documents. It
addresses citation formats for various types of sources, including personal
communications like emails and interviews. The book provides guidelines on when to cite
personal communication and how to format it to maintain professionalism and clarity.
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