	    Putnam County Museum[image: A logo of a museum

Description automatically generated]

The Arch Submission and Publication Guidelines Policy
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Mission Statement 
The mission of Putnam County Museum is to collect, preserve, and interpret the natural, historical, and cultural heritage of Putnam County.
Policy Scope
This policy concerns submission to The Arch, a newsletter prepared, edited, and distributed by the Putnam County Museum four times each year. The Arch is sent out four times a year to museum members, schools, libraries, and is distributed to the public at the discretion of museum staff, Board Members, and volunteers. 
Policy Objectives
The purpose of this policy is to clearly define the responsibilities of museum staff in the receipt, selection, editing, and publication of submissions to The Arch. It also aims to provide transparency for contributors regarding how submissions are handled.
Submission Content Guidelines
The Arch serves as an inclusive platform for individuals to share their interests in the cultural and natural history of Putnam County. Contributors may submit a variety of written works, including:
· Historical accounts
· Personal remembrances
· Original research

· Interviews
· Creative, narrative, historical, or cultural nonfiction
· Other original written content relevant to the county
Submissions may be accompanied by supporting visuals, including:
· Photographs
· Original artwork
· Scanned or reprinted archival material
Topics may include, but are not limited to:
· Local history
· Noteworthy residents
· Community events and celebrations
· Agricultural rural life
· Local businesses and industries
· Natural landmarks and conservation
Contributors from all backgrounds are welcome. Teachers, students, artists, business owners, farmers, and all residents of Putnam County are encouraged to submit content.
While citations and references are appreciated, they are not required. There is no minimum or maximum article length. However, longer submissions may be edited for length, serialized, or published in full online at the discretion of museum staff.
All submissions must be provided in an editable digital format (e.g., Google Docs or Microsoft Word).
Review Process 
All submissions will be reviewed by museum staff and considered for publication. Selected pieces will undergo professional editing. When significant edits are required, museum staff will make a good-faith effort to communicate with the author prior to publication. No edited articles will be published without approval of the author.
Submission does not guarantee publication. Decisions will be made based on editorial judgment, space availability, and alignment with the museum’s mission and newsletter themes.
Acceptance and Publication
Final acceptance of all content is at the discretion of museum staff. In cases where a submission is not suitable for publication in its original form, staff may offer editorial guidance to the contributor. However, this is dependent on available staff capacity and is not guaranteed.
There is no fixed publication timeline for submitted articles. Due to variable submission volume and editorial planning needs, some accepted articles may be held for future issues.
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