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INTRODUCTION

The United Nations was established by charter in 1945 with the goals
of maintaining international peace and security, developing friendly
relations among nations, and encouraging international cooperation in
solving economiec, social, cultural, and humanitarian problems. An
underlying condition important in attaining these goals is effective
communication: the mutual understanding of intended meanings and
references conveyed through the medium of language.

One element of effective communication is the ability to refer to
particular places, features, and areas on the earth's surface. This is
normally accomplished by the use of geographical names, a reference
system found in every known language. Names, however, can vary in
selection, spelling, and application between different users of the names
and according to the time each was recorded on a map or im other
documents.

Standardization of the written forms of geographical names and their
applications at the national level of government is important to both
administrators and scientists who require clear, unmistakable
geographical references in today's complex and technical world. People
at all levels of government, industry, commerce, education, and science
need standard names for effective reference. This is particularly true
for those involved with map and chart production; land, water, and
mineral surveys; postal and shipping deliveries; land and water safety§ 
and wirh Aomnessnhier and arbae ool iwat et ol vmd Aot td Fin |
research, A national standardization programme produces savings in time
and money by increasing governmental efficiency., It can prevent internal

conflicts and eliminate the duplication of work by more than one bureau
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or organization attempting, with varying results, to determine accurate
name use. It provides a country with the means of establishing its own
officially accepted names rather than having them determined by external
organizations, such as atlas and gazetteer makers. TFinally, such a
Programme plays a major role in preserving and promoting a nation's
toponymic heritage.

At the Fourth United Nations Conference on the Standardization of
Geographical Names (1982) a resolution was adopted recommending that the
United Nations Group of Experts on Geographical Names examine the
possibility of preparing a manual of simplified guidelines to assist
Member States beginning or in the initial stages of national
standardizationl/. At its Tenth Session (1982}, the Group of Experts
agreed to prepare such a manual. Mr. Donald J. Orth (United States) was
asked to compile the manual and the following experts were invited to
work on the drafting committee: Mr. Ydelis Velasquez Garcia (Cuba), Mr.
Allan Rostvik (Sweden), Mr. Rolf Bohme (Federal Republic of Germany), Mr.
Josef Breu (Austria), Mr. Francois Beaudin (Canada), Mr. Dirk P. Blok
(Netherlands), and Mr. Alan Rayburn (Canada)zj. Special
acknowledgement for assistance in preparing this document is extended to
Mr. H.A.G. Lewis (United Kingdom), Mrs. Nancy L. Engel and Carol A.
Gleason (United States Geological Survey, Branch of Geographic Names),
and Ms. Helen Kerfoot (Secretariat, Canadian Permanent Committee on
Geographical Names),

This manual provides guidelines on the organization and functions of
a national geographical names programme. It attempts to outline, as
concisely as possible, the steps and processes by which a country may
establish and maintain uniform geographical names for public and private

use. These guidelines draw upon curreat experience and knowledge of
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existing programmes in several countries. They expand upon the
information given in the “"Guidelines Ffor establishing a national
geographical names authority and planning a standardization programme"
published in Volume XVIII of World Cartography (United Nations, New York,
1986, pp. 9-16). HNo one particular model is recommended, Instead, a
variety of options and practical procedures is presented by which a job
can be done effectively and efficiently within the framework of different
governmental structures. Although this manual is intended primarily for
national governments presently without a national names programme, it
also may be useful to governments for improvement of established
programmes .

The information in this manual is in accordance with recommendations
contained in resolution 4 of the first United Nations Conference on the
Standardization of Geographical Names which provides an outline of
national standardization procedures. Appendix A is an example of a

training course outline which can be used in conjunction with this manual.
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CHAPTER I: INTERNATIONAL AND NATIONAL STANDARDIZATION

The selection, spelling, and application of acceptable geographical
nomenclature for orderly and unambiguous communication among people
within a country and between one country and other countries throughout
the world depend on effective national and international standardization
programmes. Interest in the standardization of geographical names is not
new. Expansion of international activities during the 19th century was
accompanied by a growing realization that various forms of communication
and documentation relied on standard geographical references for
accuracy. Geographical names had to be continually printed, copied,
telegraphed, and written on maps and charts. Languages of the world,
however, are recorded in different scripts. For this reason several
attempts were made to promote or invent a universal script for all world
languages. These efforts found little or no support in the world
community of nations. It became obvious that a different approach was

3/

needed™ " .

International Standardization

A major step towards practical standardization was made in 1871 at the
first International Geographical Congress held in Antwerp

(Antwerpen)&/. At this and subsequent congresses, recommendations were
approved promoting efforts to standardize the writing of geographical
names. The Universal Postal Union was organized in 1875 and adopted the
Roman alphabet as the international postal standard for writing post
office names, In 1909 the International Map Committee, which also

adopted the Roman alphabet for the Internmational Map of the World at the

scale of 1:1,000,000, established the precedence of national name usage



as the basis for international useS/. It was suggested that those
countries which did not use the Roman alphabet, should publish an
authorized system of transliteration. The adoption of names recognized
as official by each nation and the use of the Roman alphabet for
international standardization became fully established. The principles
were accepted by the International Hydrographic Conferences of 1919,
1926, and 1929 and were confirmed in 1938 by the Fifteenth International

Geographical Conference held in Amsterdamﬁf.

The Work of the United Nationus

Current efforts to standardize geographical names for international
use are associated mainly with the work of the United Natiens. That
organization was, and is, considered by most to be the logical place to
coordinate and encourage international standardization. During the
1950s, several international organizations, such as the International
Congress of Onomastic Sciences, the Pan American Institute of Geography
and History, the International Civil Aviation Organization, and various
regional cartographic conferences spounsored by the United Nations urged
greater effort to achieve mare uniform geographical name usage throughout
the world. A major problem was widespread use of traditional or
conventional names, called exonyms, found in many languages for foreign
places which do not agree with the local official names of the places.
Many countries were slow in identifying their own official names. There
was conflicting usage for the names of features in international waters
and areas.

As a result of an interest in standardizing names, the Economic and
Social Council, in its resolution 600 (XXI) of 2 May 1956 requested the

Secretary-General to draft the general framework of a programme to



achieve international uniformity in the writing of geographical names and
to submit it to all Member States of the United Nations and members of
the specialized agencies. The response to the suggested plan reflected a
lively interest in the matter. There also was acceptance of the
propositions on which the draft plan was based:

(a) That standardization of written forms is possible if the

impossibility of standardizing their pronunciation is accepted;

{(b) That international standardization must rest on the actions of

national standardization authorities;

{(¢) That an international alphabet with symbols for all sounds of

all languages is impractical; and

{d) That international conferences are necessary to develop common

understandings and practical methods of cooperation7/.

After the initial agreement on fundamentals, the Secretariat of the
United Nations, through its Cartographic Section, became the central
clearing office for geographical names activities. Its function was to
collect gazetteers and information on the techniques and methods of
standardization used by each nation. This included the collection of
information on systems of transliteration used to record the names found
in different writing scripts of other countries. The Cartographic
Section disseminated among Member States the information collected using

existing United Nations publications whenever possible.

1. United Nations Group of Experts
The Economic and Social Council also recommended in resolution 600
(XXI) that, within budgetary limits, the United Nations sponsor
ccnferences and working groups in the interest of developing guiding

principles for attaining uniformity in the approaches to setting up



procedures for collecting, processing, and distributing standard
geographical names. In its resolution 715A (XXVII) the Council requested
the Secretary-General "to set up a small group of consultants chosen,
with due regard to equitable geographic distribution and to the different
linguistic systems of the world, from those countries having the widest
experience of the problems of geographical names; (i) to consider the
technical problems of domestic standardization of geocgraphical names
including the preparation of a statement of the general and regional
problems involved, and to prepare draft recommendations for the
procedures, principally linguistic, that might be followed in the
standardization of their own names by individual countries; (ii) to
report to the Council at an appropriate session im the light of its
discussion on the above points, on the desirability of holding an
international conference on this subject and of the spousoring of working
groups based on common linguistic systems."

The Secretary-General invited Member States to send experts and/or
observers to a meeting held in the early summer of 1960 at the United
Nations Headquarters in New York. This Group of Experts on Geographical
Names , as it came to be known, discussed the various questions before it
on the basis of experience gained by the experts in their participation
in their respective national work in standardization of geographical
names and in international cooperation in onomastic science.

oLICcE LYOO, LOE Unlied NATlonS Lroup O hXperLs on Geographlical Names
has been meeting about once every two years. Work is accomplished by
working groups dealing with a variety of subjects and problems associated
with both the intermational and national standardization of geographical

names . Topics currently being considered include:




(a) HNational standardization;

(b) Automated data processing of geographical names;

(¢} TIraining courses in national standardization procedures;

(d) GCazetteer production;

(e} Toponymic terminology;

{(f} The use of exonyms;

(g) TMNaming features beyond a single sovereignty;

(h) MWriting systems; and

(i) International cooperation,
Reporting and voting is based on linguistic and geographic divisions
established within the CGroup of Experts. Reports of the meetings are

published by the United Nations.

HATE

Opening session of the Third United Nations
Conference on the Standardization of Geographical Hames
Athens (Athinai), Creece, 1977,

¥



2+ United Nations Conferences

United Nations International Conferences on the Standardization of
Geographical Names are held about every five years upon the decision of
the Economic and Social Council of the United Nations. Like the Group of
Experts, tasks are mainly accomplished by working committees, and
essentially address the same items. The working committees, however, are
supported by editorial groups responsible for writing reports aad
resolutions for review and adoption or rejection at the plenary sessions
of the conferences, with one vote for each attending Member State. The
proceedings and the documents of each conference are published by the
United Nations. Conferences have been held in Geneva {(Gengve),
Switzerland (1967); London, England (1972); Athens (Athinai), Greece

(1977); Geneva (Gendve), Switzerland (1982); and Montréal, Canada (1987).

3. Reporting to the United Nations

National standardization is the first step toward the international
standardization of geographical names. The value of a national programme
extends beyond the boundaries of the country, Resolution 4 of the First
United Nations Conference recommends that each national names authority
of Member States keep the Secretary, United Nations Group of Experts on
Geographical Names, Infrastructure Branch, Natural Resources and Energy
Division, Department of Technical Co-operation for Development, United
 Nations Secretariat, New York, New York 10017, informed of its
composition and functions and the address of its secretary {(director or

executive secretary).




National Standardization

As mentioned earlier, an underlying theme found in over 100 years of
effort by scholars and names specialists is that the international
standardization of geographical names depends on national
standardization. This was obvious at the first meeting of the Group of
Experts, when the work concentrated almost entirely upon the need, the
problems, and the methods of what it then called domestic names
standardization,

Although one may rely on the other, the concerns of national
standardization differ from those at the international level. National
effort is normally directed towards the determination and selection of
the best or more appropriate names in their written form, from both
published and spoken language. It must take into consideration the
practical application of names by their everyday users and the use of
names established by legal and proprietory processes. International
standardization, by contrast, is mainly concerned with such things as
methods of converting names from one writing system to another, the
standardization of names of international features, and the reduction or
elimination of conventional names (exonyms) used in many languages for
places in other countries.

The degree or extent of domestic names standardization varies
considerably from one country to another. The methods used for achieving
national standardization also vary considerably between those nations
which today have effective standardization programmes., In fact, no two
countries approach the matter in the same wayB/. Organization,
policies, and procedures vary widely. Some countries have established a

national names authority to regulate most categories of names, while



others distribute responsibility between two or more governmental offices
according to their administrative functions and goals. No one method is
better than another as long as each fulfills the needs of the government
and other organizations in the country for standard names, and as long as
those names are accepted and agree, when possible, with local spoken and
written usage. It is the goal in some countries to collect and
standardize most names found in local use, Such an effort is considered
important because standardized names for major and minor features are
needed for activities raunging from large-scale mapping and charting to
their use as references in legal and other documentation. Other
countries attempt only to standardize formally those names considered
practical for administrative purposes, such as major inhabited places,
administrative or civil divisions, and various places and features
associated with communications systems. In such countries the names of

natural features and smaller communities are generally standardized

through process of map publication,



CHAPTER II: GEOGRAPHICAL NAMES AND LANCUAGE

Geographical names are conventional sound or representative visual
symbols that originate in and are used in everyday language to refer to
particular places, features, and areas on the earth's surface. They
represent a primary geographical reference system used by people

throughout the world. Their use illustrates a unigue human abilicy to

abstract and classify geographical entities in the spatial continuum we
perceive as reality, and then identify specific items within that
classisfication with proper names., Naming is a part of our intellectual
need to classify and to reference. It is the nature of language,
however, to be rather flexible, allowing variation in the forms of names
and their application to geographical entities. The nature of this
variation is complex, but normally does not cause major problems in
everyday spoken language. Language experts say that the
meaning/application of names, like other words, need not be precise
because sentences, not words, are the essence of speech. This, of
course, is not true when names are removed from their original context
and their written forms are used alone on maps, on signs, or in legal
records. Cartography, for example, is intolerant of name variation.
Unambiguous and "accurate” reference is required when geographical names
are used outside normal sentence structure. In fact, names are
considered the most vulnerable feature of a map in terms of publie
criticism, Name error or name discrepancy between maps covering the same
area can be easily identified by the user familiar with the land, sea or

urban area covered by the map.
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What is a Geographical Name?

The United Nations Group of Experts on Geographical Names defines a
geographical name as a name applied to a geographical feature. In
general, a geographical name is the proper name (specific term, or
expression) by which a particular geographical entity is, or was, known.
A geographical entity is any relatively permanent part of the natural or
man-made landscape or seascape that has recognizable identity within a
particular cultural context. A geographical name, then, may refer to any
place, feature, or area on the earth's surface, or to a related group of

similar places, features, or areas.

What is Standardization?

As explained earlier, the standardization of geographical names may
be accomplished at both the international and national level. National
standardization is understood to mean the regularization of the written
forms of geographical names and their applications within a country by a
process or authority approved by and supported by the government of that
country., The expression “geographical name standardization” does not
apply to the regularization of names used in speech, although speech
habits are often influenced by the written word. It does apply to the
dual aspect of proper names, the name itself and identification of the
entity to whic¢h the name refers. For this reason, standardization is
generally limited to:

(a) Establishing the standard written (orthographic) form for each

official name;

(b} Ensuring its application to a particular geographical place,

feature, or area.
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Conversion Systems

Throughout the world, the number of speech sounds, and the number of
ways of uttering and modifying them is very large. No language contains
them all, no person can use them all, and no traditional system of
writing can represent them alig/. Systems for writing languages can be
classed in four groups:

(a) Alphabetical systems ~ where the unit sounds of vowels and
consonants ideally are represented by distinct writing symbols
called letters;

(b) Syllabic systems - where each writing symbol represents
combinations of speech sounds calle& syllables;

(¢} Logographic systems - where whole words or basic units of
meaning are represented by distinct writing symbols called
characters} and

(d} Combined systems - where alphabetical, syllabic, or logographic
systems are uged in combination.

The most common group of writing systems found throughout the world
are those that use some form of alphabet. Alphabetical scripts, however,
differ between languages. The conversion from the letters (sound
symbols). of one alphabet into the closest corresponding letters {sound
symbols) of another is called transliteration. Establishing acceptable
methods of transliteration for the systematic transfer of geographical
names from one alphabet to another for standardization purposes, is a
major goal of the United Nations Group of Experts. Of course, it is
impossible to accurately adapt the sound symbols of one language to
another without ascribing special phonetic values to the letters of the

writing system or adding special marks and
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"letter symbols."” Special marks and "letter symbols,” however, are
generally meaningless to people who are unfamiliar with their intended
sounds. For this reason transliteration procedures normally attempt to
use only letters and digraphs of the receiver alphabet which correspond
as closely as possible to the phonetic values of the letters of the donor

alphabet, without attempting to exactly render the original pronunciation

of the name o

In general, standardization is based on the writing system or systems
used by the majority of the people who use maps and other publications.
Names derived from other writing systems, however, are important., They
are a significant part of the heritage of every country and should be
collected for the standardization programme. The challenge is how to
collect them. If a minority language has a written script that differs
from the one used by the national majority, the names normally are
transliterated in order that they can be read by the majority of map
users in the country. Names in languages with no writing systems need to
be transcribed into a written form. Because speech sounds differ between
languages, the names that are transcribed are made to conform to a new
writing system or the established writing system must be modified by
special symbols to fit unaccustomed sounds of the minority language. The
question, then, for the names authority to consider, is which solution is
preferred: that which is more linguistically correct but may prove to be
too alien for public taste; or that which would find greater favour in
popular usage but would be held in disfavour by those who are
linguistically more refined. Solutions can vary depending on the nature

of the languages involved,
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CHAPTER ITI: HOW TO BEGIN A NATIONAL GEOGRAPHIC NAMES PROGRAMME

Beginning a new programme witliin the structure of a national
government often depends on the position in the government of the person
interested in promoting the programme. The effort generally needs to be
justified in a governmental environment where other social and economic
concerns seem to need more attention., It is often difficult to counvince
senior management officers in government of the need to devote time and
money for an issue that has generally takea care of itself for sc long.
What is not realized by most is that a large amount of time and money
already is being spent in various government offices and other
organizations throughout the country on efforts to determine and use
"correct” names for maps, documents, and cother publications. The cost of
such endeavours is generally hidden because they are part of other
programmes. For example, mapping and charting organizations spend a
great deal of time and production cost on the collection, selection, and
application of cartographic nomenclature. This and similar work in other
offices and organizations is often being done without coordination and
with conflicting results. A strong argument in favour of a national
programme to standardize geographical names focuses on consolidation of
effort with less overall cost, with more consistent results, and with
benefit to a larger number of governmental and non-govermmental
organizations throughout the nation.

Setting up a programme includes a sequence of three steps:

(a) The initial concern and effort to get it started;
(b) The planning of goals and basic principles and proceduresj and

(¢) Obtaining legal authority,.
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(a) Initial Councern

Someone in authority in the national government must be made aware of
the need for a geographical names programme and be interested and
concerned enough to do something about it., If that person has adequate
management responsibility and available finaneial and personnel
resources, the programme may be organized by decree or order. The head
of a mapping or internal affairs bureau can be effective in establishing
a committee to investigate organizational procedures. It is also
possible for the interested person to invite key persons of other
governmental offices to meet and discuss the organization, support, and
membership of a national names authority which in turn would be
responsible for setting up a programme. In other words, someone must
initiate whatever action is needed to get things started within the

governmental structure of the country.

(b) Planning Goals and Basic Principles

Once the decision to organize a programme has been made, the next
step is to establish goals and a few basic, if not tentative, principles
and procedures upon which the national standardization of geographic
names will be conducted. A programme of this kind need not be as

complicated as may be initially thought, provided there is agreement on

F2e

the organizational znd instrumental componente of the task., An important
factor to constantly bear in mind is that the prime objective of the
programme is standardization and not name study. An effective programme
will operate on discretionary principles and procedures that rely very

little on individual name research, except in cases where special

information is needed as a basis for decisions to resolve particular name
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problems (see Chapter VII), or is a critical factor in the success of a
programme. A practical, perhaps often arbitrary approach, must normally
be taken to regularize the written forms and applications of thousandg of
names at minimum cost and in a reasonable amount of time.

Organized programmes require a clear statement of purpose, Agreement
on fundamental issues is essential at the planning stage. In the
beginning, the following questions need to be considered and answered:

(a) What kind of organization for a names authority best fits the

organizational/internal structure of the government;

(b} What status and resources will be available for the staff

support activities of the authority;

(¢) How complete should the programme be with respect to name

coverage,

(d) What characteristics or attributes, associated with geographical

names, need to be standardized; and

(e) What general procedures are best suited to meet the needs of

governmental and other users in the country.

A names standardization programme should begin carefully and not be
over organized in its structure or number of people involved. A small
core of persons who are aware of the practical needs of the programme can
effectively work out details of the organization and the proceduras upon
which the programme can be routinely adjusted and eventually expanded to
full operation. Experience gained in the early stages will provide the
basis for evaluation of the formulated principles and procedures and the
development of new ones to meet particular conditions associated with

name standardization in the country,
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(¢) Legal Authority

The last step in organizing a successful programme is especially
important, Once initial decisions have been made on goals, basic
principles, and procedures, it is desirable to obtain legal support for
the programme, This support can be provided by a particular bureau that
has been granted governmental authority broad enough to include the
national standardization of geographical names. It is best, though, that
the needed authority is obtained directly from the law-making element of
the national government. The organizers must be prepared to submit the

planned programme, along with convincing arguments, for approval and

authority.
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CHAPTER IV: A NATIONAL NAMES AUTHORITY

A national government may standardize geographical names in any one
of several ways. Resolution 4 of the First Conference recommends that
national standardization be accomplished by means of a national
geographical names authority. Such a body, or coordinated group of

bodies, is considered to provide the best opportunity for a balanced,

efficient, and successful programme.
As mentioned earlier, a national geographical names authority is best
established by legal action, in the form of a law, order, or directive by

the Government of the country. Such action should give the national

names authority:

(a) Continuing status;

(b) Clearly stated commission, powers, privileges, definition of its

mission, and sreas of responsibility;

(¢c) Responsibility for both national names policy and decisions on

individual names; and

(d) Some form of administrative support.

Continuing status for a names authority is not only important, but
necessary for an effective programme. Standardization is a continuous
process. Geographical names, while relatively stable, are still dynamic
to the extent that there are variable and constant pressures for change.
They are subject to many of the same influences that affect other aspects
of language and culture. This is particularly true in multilingual areas
and in areas where cultural changes are occurring at a rapid pace., The
designated features also may change in scope or nature, A significant

interruption of the process can jeopardize a standardization programme.
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An effective programme relies on the support and respect given to it

by persons in national and regional government, and by people throughout

the country. This support depends a great deal on the real powers given
to the names authority by the government. A clearly stated commission
defining the powers, mission, and areas of responsibility of a national
names authority is necessary for the authority to carry out a success ful
programmne .

Another important element for effective national standardization is
the need for the authority to have the full responsibility for deciding on
the written forms of geographical names chosen to be used on official maps
and other publications. The standardization process includes:

(a) Approval of names individually, or in groups, according to a set
of prescribed principles and procedures adopted by the national
authority,

(b) The promulgation of rules to be followed by cartographers and
editors in the choice, spelling, and application of official
names.

Every governmental or institutional body requires both administrative
and technical support to carry out its mission. Although some technical
support may be provided to a names programme by volunteers from the general
public and national institutions, there is generally a need for some level

of budgetary support from the government., The cost of a names authority

and a srandardi2arinn mracsamma  hamairas damande e oameeneal Fambosen

including size and organization of the authority; number and complexity of

the country's names; and procedures used to achieve standardization. It is

important to balance out the time and money spent on national

standardization with the potential savings derived from the programme.

RS
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Two Kinds of Names Authorities

The organization of currently existing geographical names authority
varies between countries with active standardization programmes. Most,
however, can be classified under one of two broad kinds of governmental
organizations. In some countries, the authority is vested in an existing
government department or university, which in turn establishes a

geographical names office consisting of technical personnel within its

administration to carry out a names standardization programue. A
variation of this is when more than one department is given
responsibility to standardize particular categories of names. In other

countries, the national government establishes a permanent geographical

names committee or committees with provision for adequate staff support.

When an authority for names is established in a geographical names
office, all decisions, policies, and procedures are determined by
professional persons in that office. 1In the case of a permanént
committee, however, the authority rests with a committee consisting of
persons representing various governmental offices and, perhaps,
non-governmental experts and lay-persons.

There are advantages and disadvantages with each approach depending
on the structure of the naticnal government. In fact, the organization
of a names authority must be consistent with the governmental structure
of the country. The authority should be organized in a way that will
give it the best chance of success for carrying out a national
standardization programme at reasonable cost in time and money. Because
countries differ in structure, size, and name complexity, national names
authorities throughout the world also differ. Although these authorities

differ, their objectives are the gsame~--efficient and effective

stindardization of geographical names.
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1. A Geographical Names Office

A geographical names office is the simplest and usually the most
efficient form of organization. Such an office established within a
national mapping organization, for example, can be effective in many
countries because map usage plays a major role in name standardization.
A university, on the other hand, may be able to implement a programme by
providing professional expertise in the form of linguists, historians,
and geographers. There are, however, disadvantages when the authority is
vested in a single office. Many governmental departments and other users
of official names may be concerned that the assigned organization will
inevitably introduce unacceptable preferences and prejudices in the
selection of official names. There is also a risk that scholars at a
university may become more involved with theoretical matters than with

the practical effort of standardizing large numbers of names.
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Figure 2: Organization and functions of a geographical names

office. Policies and decisions are made by office
persomnnel,

2, A Permanent Geographical Names Committee
A permanent geographical names committee, or coordinated group of
committees, also may be given the responsibility for effecting national

names standardization., The committee system introduces increased
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complexity in the organization of a national authority and it algo may be
slow to respond to pressing needs. Delay im resclving a name problem,
for example, may iaterfere with a mapping or publishing programme. The
advantage of the committee system; however, is that it allows persons
with a broader spectrum of backgrounds, representing interested
departments and organizations, to be involved in a national
standardization programme. This reduces or eliminates the suspiclon of
bias and provides an opportunity for major users of standard names to
integrate their needs into the programme, Also important, a braad
representational base for a committee creates an environment that may
allow name policies and decisions to be respected and more readily

accepted by governmental agencies and the citizens of a country.

Membership of a Permanent Committee

The membership of a permanent committee may consist of:
(a) Officials representing only national governmental departments or
offices;
(b} Officials representing both national and regional governmental
offices;
(c) Governmental officials and special experts;
(d) Governmental officials and representatives of certain citizen
groups that have a specific interest in the programme.
Regardless of which type of membership is preferred, it is important
that committee membership include representation from those national
governmental departments and offices that will be using names
standardized by the programme. The national mapping organization
definitely should be represented. Other governmental offices that may be

considered include those involved with archives, libraries, cultural



affairs, commerce, communications, town and
transportation, defence, natural resources,

services., Governmental offices represented
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landscape planning,

publishing, and postal

on the permanent committee

are more likely to comply with its policies

and decisions.

Title of a Names Authority

Although it is not critical, an appropriate title can provide a sense

of operational focus and prestige for a national names authority.

Choices of titles found in various countries today include (generally

prefixed with the name of the country):

(a) Permanent Committee on Geographical Names;

(b) Board on/of Geographical Names;

(c) Geographical Board;

(d) National Geographical Names Authority;

(e) Department of Geographical Names/Nomenclature;

(f) Office of Geographical Names/Nomenclature; and

(g) National Committee of Geographical Names.

Size of a Permanent Committee

The number of persons to be appointed to a permanent names committee

is an important consideration., The committee should be large enough to

allow broad representation from key organizations, but small enough to be
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committees appears to be 10 to 20. Since practical considerations are

important in name standardization, committee membership need not be

restricted to persons who have a scholarly knowledge of toponymy because

professional information can be provided by staff advisors or special

advisory committees. Persons holding key or senior management positions
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in govenmental offices are effective in making decisions and determining

standardization policies. ‘They are also in a position to ensure

conformance with standardization policies and decisions, within their own

organizations.

Committee
Statf Person %1 {\

Support
Staff

Chairman

Figure 3: A permanent committee is responsible for establish-
ing policies and making decisions. The support
staff, working closely with the committee, carries
out the standardization programme and keeps the
committee informed of problems requiring decisions.

Frequency of Meetings

A permanent geographical names committee may meebt on a regular or
irregular basis depending on its organization, potential worklead, and
the need to formulate policies or resolve problems. In the beginning it
may be necessary to meet quite often. However, once a programme is well
established, the committee may meet once a month, every other month,
quarterly, or even once a year. In some countries, the national
authority meets as a committee one to four times a year in order to deal
with policy matters and resolve major problems. Its staff and, in some
cases, special working subcommittees are responsible for carrying out the

general programme and day-to-day work of the committee,



Areas of Responsibility

Geographical entities that are normally given proper names can be
divided into any number of categories. The more common ones used for
purposes of name standardization are:

(a) Natural landscape features (streams, valleys, hills, lakes,

bays, mountains);

(b) Populated places and localities (cities, villages, railroad

stations)i

(c) cCivil/political divisions (states, counties, provinces,

departments);

(d) Administrative areas (parks, forest reserves, historical sites,

reservations); .

(e) Transportation routes (streets, roads, highways, trails); and

(£) Manmade features (dams, buildings, monuments}.

As mentioned before, a few countries rely on more than one
governmental department to provide standard geographical names., For
example, the national mapping organization may be responsible for the
collection and standardization of natural landscape feature names, and
the department of internal affairs may be commissioned to approve
official standard names for populated places, minor civil divisions, and
various categories of administrative areas.

In many cases, the names of major administrative/political

-y R £ o e~y R, U SR S L Ny | - 1 mmerm e = a..
visions of & countrv are determined bv the national zovernment.
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Responsibility for determining the names of minor administrative or
political divisions of a country, however, varies from country to
country. In some cases, the names of urban districts, streets, roads,

parks, forest reservations, and certain manmade structures require

24
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approval of the national names authority. In other countries, the names
of some or all these categories of features are considered the
responsibility of the national or local administrative or maintenance
organization,

The decision to include or exclude some categories of administrative
names within the scope of a national names authority is normally outlined
in the document that creates that authority. The selection is dependent
to some degree on the governmental structure of a country, and its
standardization needs within the framework of traditional naming
practices, In any case, it is often wise to give & national names
authority the responsibility to collect and maintain a file of all
geographical nomenclature, even though it does not have direct purview
over the names of some of the entities. It is desirable and cost
effective to obtain official name information from one source, For this
reason, it is recommended that official gazetteers include all approved
geographical names, regardiess of the organization responsible for their

standardization.
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CHAPTER V: TECHNICAL AND ADMINISTRATIVE SUPPORT

A names authority, like other governmental organizatious, needs both
administrative and technical support. The effectiveness of a national
programme depends on the flow of information. A geographical names
authority, whether it is in the form of an office or a committee, cannot
function unless the everyday business of a names standardization
programme is carried out, Geographical names require investigation and
special office processing. Letters must be prepared and typed, records
maintained, inquiries answered, policies and decisions published, and
programmes managed. Much of this work can be done by a small, efficient
staff headed by a director. The staff support operation can be a
separate office within the government structure. However, there may be
an advantage in placing the staff support responsibilities with an
established governmental office with a direct interest in the programme,
such as a mapping organization, or with a university. A larger,
established organization often can provide office space and
administrative and technical support for a small names staff. An
established governmental department or agency may be able to shift
support from a similar activity or even absorb the added small staff
activity without difficulty. However, if needed, a small increase in its

budget will help meet the extra costs assoclated with added personnel,

1 1

B e ke,

Staff Support Leadership

Key persons in any organization are those responsible for directing

its mission and carrying out a successful programme. Administrative
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leadership is required for a names authority whether it consists of a
geographical names office or is based on a committee structure with a
supporting staff.

A geographical names office organized within the governmental
structure of a country or at a university needs only the simplést form of
administrative organization to do its work. The director of the office
provides the principal leadership for the standardization programme.

That person is responsible for the success or failure of the effort. The
person chosen for the job should have both administrative and technical

abilities. The office will require efficient and sensitive management.,
It is important for a director to know the governmental structure of the

country and to be sensitive to the interests and special name problems of

governmental agencies, private organizations, and local citizen groups.
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Figure 4: Organization, functions, and facilities of a permanent

committee's support staff, The numbers indicate the normal
route followed in the processing of names.




The staff support group of a permanent geographical names committee
is generally organized in the same way as that of the geographical names
office. The real difference is that policy and major decisions are made
by the committee representing several interested governmental and (or)
local citizen groups. The reconciliation of the interests of these
groups is pursued by the committee, as far as possible., The staff is
responsible only for providing the committee with the necessary
information for decision making and for carrying out its PrOgTramme .

An elected or appointed president (chairman) is generally the
principal spokesman for the committee. That person may be responsible
also for full-/or part-time management of the programme. The role,
however, is generally performed in addition to other or regular job

responsibilities, A president (chairman) usually will not have time to
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manage the staff and programme. It may be necessary to assign or appoint

a professional person to act as programme director and executive
secretary. The duties of such a person, performed under the immediate
direction of the committee, can include:

(a) Programme management;

(b) Corresponding secretary; and

{c) Staff supervision.

A program director is expected to recommend plans of work to the

committee and is responsible for directing the day-to-day business of the

committee and its programme.

Staff Responsibilities

A names authority, whether it resides with a geographical names

office or with a permanent committee, needs appropriate and accurate
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information in order to formulate workable policies and practices and
render acceptable decisions (see Chapter VIII), This information is
normally collected from a variety of sources and processed by the staff.
In general, the sources include:
{a} Staff research and investigation;
(b) Special scholars appointed to advise the national names.
authority;
{¢) Special language or regional advisors;
(d) Special field investigations, or field investigations associated
with a national mapping programme; and

(e) Regional/local names offices or committees.

Figure 5: Staff research
in support of a names
authority.

Staff Size

A major purpose of a national standardization programme is to save
money at all levels of government and in the private sector. For this
reason, every effort should be made to keep the costs of operation as 1ow.
as possible without impeding the programme. The required size of a

geographical names office staff, compared with a permanent committee's
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support staff, is about the same. The amount of work needed to suppert a
programme remains constant regardless of the structure or organization of
the names authority. Including the director and clerical support, the
range of existing staff numbers for a national programme is between 4 and
10 people. Complexity of language problems, governmental structure, size
of country, iunvestigation procedures, outside support, and special
programme demands affect staff size., A staff may be relatively large
during the early stages of a standardization programme and somewhat

smaller when the programme becomes a maintenance activity.

Staff Qualifications

Staff and other personnel responsible for the collection and
verification of name information should have adequate training in order
to recognize and deal with linguistic problems such as those relating to
phonetic systems, grammatical structures, and orthography. It is = :il_
recommended that these persons have an understanding of naming ﬁétférﬁgf'
associated with the particulaf languages involved and the use of namgégJ
within those languages. 'Iﬁ is also important that staff researchers éﬁﬁ'
field investigators be kﬁﬁWiedgeable about geographical phenomena gﬁ& ;f
terminology, be capable af identifying ;orrect1y the entities ;o”whiCﬁ.; 
names apply and relating siﬁiiaf féatures symbdlized.oﬁ maps:bf ﬁéfiéuéi
scales and accuracy, and be able to identify and evaluate relevant
nisroricai 1nrormatlon round in documents.

Not every staff member canm or need be expert in all these areas.
Those collecting and researching name information, however, should have
adequate knowledge of toponymic processes and treatment to deal with

these issues. Most important, they should have an interest in the work.
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CHAPTER VI: REGIONAL, LOCAL, AND SPECIAL ADVISORY COMMITTELS

The First United ¥Nations Conference (1967) recommended that, when
appropriate, provision be made for establishing cooperative regional,
local, and/or advisory committees, The need for establishing oné or mofé
of these kinds of support committees is normally determined by the
national authority. Regional/provincial committees can be made part of
the standardization process by law. They can be very useful if there is
cooperation and compliance with the policies and practices of the
national authority. Such committees often are able to investigate and
resolve local name problems better than a national authority, generallf
located in a nation’s capital city some distance away.
Regional/provincial committees, with their local involvement, can be

sensitive to local situations important in the determination of official

Figure 6: Ontario Geographic Names Board,
a provincial committee in Canada.
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names. It is recommended that the need for regional/provincial
committees be carefully considered. It may be best, however, to delay
their organization in the beginning, at least until the national
authority has developed some initial Principles and practices and becomes

operational.

Membership of Regional and Local Committees

Regional/provincial and local committees are preferably permanent and
can be organized by particular language or culture areas and/or according
to political subdivisions of a country. Such committees may consist of
key persons in local or provincial povernment; knowledgeable persons from
area schools, colleges, and universities; and community leaders.
Membership on these committees can be on a voluntary basis, or as part of
a regional government activity. Besides investigating and reporting on f
local problems, regional and local committees may be able to investigate
and collect toponymic information for the national programme and

'recommend pollcxes affecting the national standardlzatlon of names.

Special Advisory Committees

Some hétiohal auﬁhorities utilize special ;dvisory committees of:
: §61unteer scholars exﬁért.in disciplines pertinent to the name °
“'standardization programme.  For examplé;.these scholaré may'ﬁbésééé:'h
n;unkuuaz V4 @ pariicular minority language or they may be able to make
'profe531onal recommendatlons.on spec1f1c kinds of problems; such as thoge

assocxated with urban and admlnlstratlve toponymy and names related to "
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desert, coastal, mountain, or underwater features. Special advisory

committees may be permanent or temporary, depending on the nature of the

work and length of time needed for the task.

Figure 7: U.S, Board on Geographic Names' Advisory Committee on Names
in Micronesia. Each member represented a particular area of
Micronesia.
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CHAPTER VII: STANDARDIZATION PROCEDURES

The success of a geographical names standardization programme depends
principally on its ability to meet the needs of governmental bureaux and
other organizations that rely on standard names for their operations.
Different users have different reference requirements. It would be ideal
to collect and standardize the written forms_of all geographical names
found in written and spoken use throughout the country. There always
will be a need for standard names of major and minor features for
activities ranging from large-scale mapping or charting to their use as
references for national, regional, and local governmental recordss
However, it is almost impossible to collect aﬁd process a Iarge'
percentage of a country's names within a period of a few years. 1In the
beginning a standardization programme requires a strong practical

approach, one where priorities are established to meet immediate and

important national needs.

Establishing Guiding Principles and Procedures

Major programmes with specific goals normally operate on éengfél buﬁ
formalized courses of action. These formalized courses of actiénﬁare
called principies. Principles provide the fundamental doctrine in
guiding the national standardization programme. The principles, and
Aerieinne huned oot f--eepie-s Gew pul LieU SLLEVL Y 4 SEries of
formal procedures. As suggested before, it is recommended that, as one
of its first activities following organization, a names authority
formulate and adopt tentative guiding principles and practices for the

national standardization of geographical names. The formulation of

principles requires considerable care because they provide the basis for



a successful programme. Principles and procedures should take into

account:

(a)
(b)

(c)

(d)

(e)
(£)

(g)
(h)

Rules for writing official standard names;

General acceptance of names in current local usage;

Treatment of names in multilingual areas;

General avoidance of more than one official name for one
feature, if possible;

Treatment of minority language names;

Clarification of the precise extent of the application of each
name to a feature, including the naming of the whole and parts
of major features;

Treatment of names in conflict} and

Treatment of names derived from unwritten languages.

It is suggested that the principles formulated for national

standardization purposes be kept as practical and unbiased as possible.

35

They should contain provisions that guard against special interest groups

and political pressure, Decisions should not be arbitrarily based on

personal opinions of correctness and appropriateness. It also is

desirable that operating principles be conservative about changing

NAMeSs «

local usage or preference and that changing a name is in the best

interest of national standardization.

reversed at a future date,

The names authority, which represents the regulatory point in the

standardization process, should give adequate publicity not only to its

organization and mission, but also to its principles and procedures for

Hasty decisions often need to be

In each case, there should be assurance that each change reflects
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achieving national standardization. This includes informing persous in
governmental offices, private organizations, and other groups, of
procedures to be followed when submitting to the authority controversial
name reports, proposals for naming unnamed features, and changes in
existing names. It is important to make clear what kinds of information
are needed for the processing of the reports and proposals.

it is recommended that the names authority establish procedures
whereby all interested parties may express their views on a name problem
or name proposal prior to a decision by the authority. Depending on
working procedures, information briefs on names, in the form of docket
lists or case reports, may be distributed to appropriate governmental
offices and interested parties in order to salicit comments and
recommendations., Regional and local committees can play a leading role
in this effort by investigating public opinion and by public

announcements concerning the nature of the name problem or proposal.

Decision Factors

When dealing with name problems, members of a names authority are
guided by established principles and procedures. These problems,
however, exist in a variety of forms and gradations of those forms. They
occur when there is a conflict in the name itself, its spelling or
written form, and in the application of a name to a specific feature.
These conflicts occur, for example, when local citizens use different
names for the same feature, when locally used names differ Ffrom those
used on maps or in other documents and records, and when different names
are used on maps and in other records for the same entity. Principles
obviously cannot cover all situations. Other factors must be considered

in order to arrive at solutions to the problems. For example, if name
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decisions are based on locally used names, and only one official name is
allowed, would the name usage of a few newly settled families in a
sparsely populated area justify changing names that have been in use on
maps or other documenté for 100 years? Here, factors that may be
relevant to such a situation are:

(a) Population density and degree of local usage;

{b) The number of years the local names have been used; and

(¢) The kind of documents and how many would be affected if names

were changed.

Figure 8: Officials
reviewing factors
concerning a name

problem.

Other social, cultural, ethnic, and political factors may also apply in
such a case. Tt seems that, like in law, each case requires special
consideration. Decisions are made by people who view name problems
differently within the broad guidance of established principles and
procedures, Established factors on which to base decisions help narrow
the divergence of opinion and provide greater uniformity to the process.
Some of the factors that may apply when considering name problems and

proposals are:



(a)
(b)
(c)
(d)
(e)
(£)
(g)
(h)
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Current local oral usage, its amount and areal extent;
Current published usage on maps and in official records;
Historical background relating to the feature;

Historical usage of the name and circumstances of naming;
Name duplication;

Offensive or derogatory words in a name ;

Length of name;

Regional and advisory committee recommaendations; and

Social, cultural, and political concerns.

United Nations Recommendations

Resolution 4, approved by the First United Nations Conference on the

Standardization of Geographical Names (1967) recommends that:

(a)
(b)

(e¢)

(d)

(e)

Unnecessary changing of names be avoided}

The spelling of geographic;l names be as much as possible in
accordance with the currentﬂorfhbgraphic.practiée of the
country, with due fegard_ﬁﬁ diaiect forﬁs;

The systematic treatﬁeﬁﬁ.of némeé should not operété to suppfess
significant elements; |
Where some names occur ia varying or grammatical forms, the
national names authority should consider making one of these
forms the official standard name (for names that can be
declined, it will normally be the nominative case);

In all countries in whose 1anguages.the definite article can enter

into geographical names, the national names authority should

determine which names contain the definite article and standardize

them accordingly. For languages in which both definite and
indefinite forms exist for all or most names, it is recommended

that standardization be based on one or the other form;
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(£) All countries set up standards for the use of abbreviations of
elements in their geographical names; and

(g) A system be devised in each country for the treatment of

compound names.,

Basic Considerations

A newly organized authority needs to consider twe basic questions
when establishing official standard names. The first concerns the basis
by which names are selected to be standardized as official names. It is
possible, for example, to arbitrarily choose names without reference to
existing usage. However, this procedure is not recommended because it
will introduce conflict and confusion in the naming process by creating
two naming systems in a country, local and governmental. Instead, it is
recommended that first precedence be given to those names in established
public/local use. It is normally expedient to integrate administrative

and academic judgments with the wishes and preferences of local people.
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requires the need to establish two official names. Dual names
can be a cartographic problem.
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Exceptions will occur when particular names cannot be adopted because of
conflict with other principles or when public/local usage is variable or
ephemeral,

The other question relates to the meaning and purpose of name
standardization. The principle of one standard name for each
geographical entity (place or feature), recommended in First Conference's
resolution 4, represents the ideal form of standardization. Every effort
should be made to adhere to this principle., This sometimes may be
difficult to do in all cases, especially in multilingual areas where name
usage is divided along language lines. In such cases, the names
authority can:

(a) Choose one name based on specific criteria as the official form;

(b) Recognize and make available for usage a second language form

not equal to the official form; and

(¢) In some cases choose two forms as official on an equal basis

where either of both names are shown on maps.

Recommended Standardization Procedures

The First Conference of the United Nations recommended in resolutioﬁ 
4 that, for each geographical name to be standardized, both office and
field research be as complete as poss%ﬁie in_prder to provide information
on the fﬁ]loWing points: e
{(a) Written and spoken féfm of the name and its meaning according to
local inhabitants;
(b) Spelling in cadastral documents and land registers;

(c) Spelling on modern and old maps and in other historical sources;
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(d) Spelling in census reports, gazetteers, and other relevant
documents of importance; and

(e} Spelling used by local administrative and technical services.

This recommendation is based on a procedure whereby the names of a
country are standardized one at a time. A collection of official nameé
then is built up through the years. In some countries, tﬁis may be the.
best method of standardization. But this process is costly, inefficient,
slow, and does not meet immediate needs for a large body of standard
names. Perhaps the best procedure lies between standardizing names one
at a time and standardizing a large number of names at one time based on

map or gazetteer usage. For example, sstablished, nationally known names

can be standardized as a group, and local names and the names of minor

features can be collected, reported, researched, and standardized

individually.

In most countries mapping and name standardization are
complementary., Mapping provides one of the best and most efficient
mechanisms for promulgating official names. The official written form of
each name and its application to a geographical feature are graphicaily
applied on a map by point, line, and area symbols,

This mutual relationship may be used to advantage in the beginning of
the standardization programme. At that time, it is important to consider
how to handle existing names found on maps and in other publications, and
to decide on the best and most practical procedures for standardizing
large numbers of names as quickly as possible. If a relatively reliable
series of maps covers all or most of the country, and if the names on

those maps generally conform to acceptable orthographic criteria or
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normal written forms of names for the respective language or languages,

it may be possible to formally recognize as official the names with their

applications, as shown on a map sgries. Those names that are not in an
acceptable written form, or are in error for another reason, can be
formally corrected by the authority or its staff, one name at a time,
systematically or wheun brought to their attention. Notice of name
changes and new names on the map series can be periodically published by
the names authority. The maps, and "correction and addition” notices
together will allow users to determine official standard names for any
area quickly and easily. The names on the maps are updated whenever the
maps are reprinted or revised. This procedure for standardizing large
aumbers of names quickly, however, cannot be used if the names on the
maps generally do not conform to established local usage or acceptable
orthographic criteria. It is best not to change large numbers of map’

names after they have been declared official.

Names of Features on Boundaries

Boundaries between countries and between administrative/political
divisions within a country affect naming practices and standardization.
The use of names for places and features that lie on a boundary or across
a boundary are often inflpenced by factors that are indigenous to the
respective sides of the line. Principles and procedures can help
misunderstandings and conflicts that may occur over the treatment of such
names, Variation in name use between two sides of a boundary is
generally due to differences in languages and/or traditions, differences

that often account for the existence of the boundary itself.
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Name differences of features on internal boundaries are generally
easier to handle for standardization purposes because a single names
authority normally has jurisdiction over all the involved names. In the
case of names for features on or across international boundaries,
coordination in the naming of geographical entities is of mutual benefit
to the people and governments of the involved countries., Of course, in
each case the limguistic, cultural, and historical develeopment of one
country differs from that of the other and the differing names
respectively reflect the heritage of each. Although those name
differences should be respected, it is still practical, wherever
feasible, to cooperate in a programme that may reduce the number of name
differences between the two countries. It is possible, for example, for
countries with mutual borders to have similar principles and procedures
for handling boundary names. Compromise is often possible when spelling
differences are minor, when names are ephemeral and not well established,
or when a feature is mostly in one country, It is also possible to
coordinate the approval of new names and proposed name changes and to

agree to disagree when mutual standardization is not possible,
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CHAPTER VIII: OFFICE TREATMENT OF GEOGRAPHICAL NAMES

It is economically desirable to standardize most names by established
principles, policies, and procedures. Research, however, is often
required when there are important problems concerning name choice and
application. Regardless of the process used to effect standardization,
control is a factor. For this reason, the office treatment of
geographical names is a critical part of the process, It involves a
variety of procedures used by the names authority support staff to manage
the programme. It includes:

(a) ‘The collection of name information;

(b) Investigation and research of all names and their applications;

(c) Maintenance of the official file of standard and variant names;

(d) Dissemination of standard name- information to a variety of users.

(e) Providing staff support to the national names authority, such as

the preparation of information briefs on names and other
information papers important for the decision process;

(£) Preparation of pre-field investigation material and

instructions, and the review of information submitted after

field work has been completed.

Collection of Name Information

The process of standardization requires actual identification and
recording of geographical name information. This is done in order that
specific written forms of the names, and their applications to particular
geographical entities, can be made official by the national authority.
These records are then the basic reference with which the standardization

process is controlled. The identification and recording of name
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information is accomplished by:

(a) Documentary investigation (the systematic review and cataloging
of name information from maps and other publicatioms); aqd_

(b). Field investigation (the systematic collection of name
information accomplished by oral inquiry among a select number
of local infermants).

Names information can be recorded on cards, on paper forms, on maps,
and in a computer. Regardiess of the method used, a high percentage of
office time will be spent developing and managing the name records. For
this reascn, the kind and amount of information to be collected to
achieve standardization goals is worth careful consideration. An
overambitious effort may defeat what is meant to be a practical programme
intended to simply standardize the written forms of names and their

applications.

Figure 10: Recording
name information from
maps and charts.

The minimum or most basic information for a name record need only be
the written form of the official name and a statement on the location and
identification of the feature to which the name applies. Experience has

shown, however, that it may be better to expand the list of information
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slightly in order to give more helpful information and perhaps prevent

misunderstanding of the intended reference. It is suggested that the

"basic”

(a)

(b)

{e)

(d)

information needed for standardization includes:

Various names to be considered from which the preferred name or
names can be decided;

The location and identification of the geographical entity to
which the name applies by reference to an administrative
division, geographical coordinates, and the standard series map
on which the feature is located;

A standard descriptive term that clearly identifies the kind of
entity that is named (lake, stream, hill, mountain, bay); and
All other known names {(variant names) that are currently used,
or once were used to refer to the feature, place, or area =
including various spellings of those variant names and that of

the official name.

This list can be expanded to cover other kinds of information that

may be useful for reference or publfcacion purposes. Some items of

information can be obtained only by field investigation. Additional

information of this kind may include:

(e)
(£)
(g)
(h}
(i}

The

include

Elevation;

Population;

Size or extent of a feature;

Pronunciation of the name and other linguistic informationj and
Historical information about the naming event and the named
entity.
collection of these or other additional categories of material to

in the file will increase programme cost/cost per name and slow

down the standardization programme. It is recommended that the
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collection of additional information of this kind be delayed and handled

at a later phase of file development, or filled-in when readily available.
When recording names, special care should be taken, in each case, to

ascertain the best generic term used locally with the name of the

entity. The generic term is an integral part of a geographical name and:

should be included in the standardization process. The meaning of

generic terms used locally, and the meanings of those terms that may. vary

from standard usage should be recorded.

Card Files

Most name files that exist today are based on the use of cards for
each name arranged in alphabetical order and divided by major administra-
tive division of a country. Although the use of computer files will.
increase and eventually be the leading method of name information
handling, cards still provide the best medium for most countries, They
are better than paper forms. Being of heavier stock, they are more easily
handled and, being more durable, are less subject to damage from frequent

use and prolonged storage. Cards are convenient because new name records

can be interfiled and additional data can be added to existing records.

Figure 11: A geographical
names card file.
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The cards used should be a standard size that will fit available card
filing furniture and at the same time be large encugh to hold the
required information easily without crowding. If more space is needed
for a name record; the information can be continued on another card,

Both sides also can be used unless the cards are mechanically locked into
the drawer. Standard commercial size cards (3x5, 4x6, or 5x7 inches or
equivalant sizes in the metric system) with light guide lines can be
used. However, if it is possible, the cards can be specially printed
with appropriate titles and spaces for the required information, as in
the illustrated examples. Although the specially designed cards are more
convenient to work with, the kind of card used really does not matter as
long as the name information is arranged in a definite order or format to

meet gazetteer and/or future computer input needs. Normally, each card
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should contain only one name record. In cases where more than one name

for a feature is considered official,'all'the'féquifed'infcfmétion ban_be

recorded on a card filed under one of the names. A simple cross-reference
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card can be made for the other name which is filed in its proper
alphabetical location in the files. The same cross reference procédure
can be followed For all official and unofficial variant.names.
Information should be typed or carefully and clearly hand printed on
the name cards using a fine-point pen. In certain circumstances?.
especially when the name record is First compiled on a work shéet, the
card can be filled in routinely using a typewriter. UWhen doihg research
using maps and other publications, it is, however, generally eésiér to

hand print information for the permanent record.

Base Map File

Card or paper record files by themselves are usually not adeguate for
controlling a names standardization programme. It is often necessary to

identify official names in a particular geographical area. Names

Figure 13: Base map file.

arranged alphabetically in a card file cannot easily furnish such
information. ¥or this reason, a base map file effectively complements

the alphabetical name record file. A base map file consists of a set of
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Figure 14: Example of an annotated base map, number coded to name source.

intermediate scale maps that covers the whole country, and on which
official geographical names are identified. Those not already printed on
the maps can be carefully added by annotations using a fine point pen.
When necessary, map symbols can be drawn on the map in their approximate

or relative locations so that the names can be identified with their

AannrAnrisare faanturae N1 EFnrmant mrmlmer Tnmbk ,ren ko oad ke oadeacata Bo

particular aspects of the name or feature. FEach name can be accompanied.
by a number corresponding to a reference in a list of numbered sources in

the map border.

If available, intermediate scale maps, such as those with 1:250,000,
1:100,000, or 1:50,000 scales, is counsidered most useful because they are

more likely to show the whole of major features than larger scale maps,
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and yet provide enough space to annotate smaller features not sybolized
on maps of that scale. The number of maps needed for a base map file is
also fewer, than if maps of 2 larger scale were to be used. The map
scales used for the base map files also depends on name density and size
of country. Of course, large scale maps can be used; and when map

coverage of an area is incomplete, it will be necessary to use whatever

coverage is available.

Subject Name Report and Area Files

In association with special names problems, the geographical names
authority office will accumulate various kinds of records worth keeping
for future reference and research purposes. Most will be in the form of
work sheets, letters, special maps, legal documents, and reports. This
material can be kept together in_é subject file, in letter size ﬁoldetg,:f
that are labelled at the top wiﬁh the appropriate geOgraphiggl ﬁame_
and/or civil administrative division, and filed alphabeticaliy:iﬁ..
standard drawer-files designed to hold such:foiders. The méteriai qéanf
also be filed according to map sheets or a sgrigé of maps.

TR T L) ST Yy

Figure 15: The subject
name report and area file.
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The subject file and other name records together become an important
national ecultural resource. The collection will he valuable not only for
standardization and cartographic purposes, but also for students of names

and scholars interested in socio-linguistic and historical matters.

Computer Files

As was mentioned earlier, a major task in the office treatment of
names is simply that of information handling. If our only concern were
to "look up" individual name records, the card file would be the most
efficient information system available to us. An efficient names support
staff, however, often requires more. Ideally, it is desirable to have

both access to large numbers of name records and the ability to logically

Figure 16: The

\\\\ computer terminal,

retrieve, sort, and correlate the record information rapidly an§35
éccurately as needed. This can be donénﬁfﬁtﬁé ﬁse of autéﬁ;ted dagalz”“
processing (ADP). The development of ADP equipment in the last 25 yeéfs.
now offers a relatively neﬁ and powerful tool well suited for suppoffing
a national names standardizéﬁion_prbgraﬁme;' Names informaﬁidn cén'$3f.

processed quickly by using a computer. Unfortunately, at this time, many
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Figure 17: Examples of computer printouts of
individual name records.

names authorities and their supporting staffs do not have ready access to
computer systems., This, of course, will change in time. Those who are
interested in ADP should consult the various United Nations conference
technical papers on the subject and its Volume XVIII (1986) of World
Cartography. Other references include the proceedings of the symposia
(1980, 1985) on the use of computers for handling geographical, names
sponsored by the Canadian Permanent Committee on Geographical Names and
the various publications of the United States Ceological Survey

describing its Geographic Names Information System.
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Figure 18: A toponymic
reference library.

Office Research Tools

Most office research in support of a national standardization

programme involves the documentary investigation of geographical names.

It entails the review, evaluation, and collection of name information

from maps and other publications, manuscripts, and reports. The

reference tools needed in a staff support office consist mainly of a

specialized library made up of a selection of maps and publications

useful for toponymic research. In addition to the card, map, and subject

files just reviewed, it would be very useful to obtain the following

kinds of reference material, if available:

(a}

(b)

{¢)

(d)

A complete set of official teopographic maps that covers the

mmmntea 9t tha tawosetr erala availahie-

Complete sets of all other official maps and charts that cover
all or parts of the country;

A collection of local and commercial maps (road, railroad,
agricultural);

0ld, out-of-date historical maps and charts;
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(e) Special publications that contain lists of geographical names
(postal guides, shipping guides, national and local gazetteers,
railroad and bus time-tables):

(£) Natiomal, regional, and commercial atlases and national
encyclopedias;

(g) Books on national or local geography, geology, and history;

(h) Books and other kinds of publications that deal with various
languages used in the countyy; and

(i) National yearbooks and special publications, such mountaineering
guides, that are based on the use of geographical names for
reference purposes.

It may not be necessary to collect all of these items if the staff
support office were located close to a national or uniyersity book and

map library.

Staff Research

The amount of actual research required to support a names
standardization programme depends a great deal on the standardization
procedures, principles, and decision criteria formulated by the national
authority. For example, a policy and procedure that establishes a large
body of official names at one time, such as those found on a map or group
of standard series maps, requires little or no research as long as the
map series is considered reliable. The collection or recording of
accepted map names becomes mainly a clerical exercise. However, names
that are in conflict, name changes and new name proposals require varying

degrees of documentary and, in some cases, field research,
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l. Problem Names

The meaning of the word "conflict" depends somewhat on how it is
defined by a names authority within the framework of its principles of
national standardization, 1In general, it is possible to state that name
conflicts occur when:

{(a) Two or more names exist in loecal oral usage for the same feature;

(b) Local oral usage applies the same name to two different features;

(¢} There is local disagreement in the spelling of a name;

(d} Local records differ from lacal oral usage ;

Figure 19: An example of name
conflicts between official
maps and chart.
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(e} Natiomal or regional maps or charts use different names or

different spellings of a name when compared to local oral usage

or local records:

(f) These same maps or charts apply a name to a different feature or

in a different way than that applied locally; and

(g) Maps and charts disagree in the name, its spelling, or its

application.

Most conflic
in the office,
by:

(a) Letters

(b) Reports

special

{¢) Reports

mapping

ts between published and local usage are not discovered

They are brought to the attention of the names authority

of complaint received from local officials and citizens:
received from local and regional names committees, and
advisory committees;

received from toponymic field parties, surveyors,

field parties, and other governmental officials.,

To assist in promoting this kind of communication, it is recommended that

the names author

conflict, Such

research and dec

ity develop a special reporting form for names in
a form should specify the kind of information needed for

ision making.
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DOMESTIC GEOGRAPHIC NAME PROPOSAL

Proposed nage

Reason for Proposal:

Contraversial name | ! [:} Hame chaﬁge

Cﬁﬂﬁ*bngzzf""° Changed application [ | [ ] other

Is name in local yse?

Ho [::] [::] Yes I f Yes,

approx. Ho. of years

i)

Location Latitude
of
Feasture Longitude

Maridian

Brief deacription of feature:

MAPS USING PROPOSED NAME

VARI ANT SPELLING
OR OTHER NAME

MAP SHOWN ON

Available information as to origin, spelling, and meaning of the proposed name andfor statement
concerning nature of diffarence in usage or application:

AUTHORITY FOR NAME

ADDRESS

OCCUPATION

Fipure 20: Example of a name~revort form.
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2. Name Change Requests

The expression "name change"” needs to be defined because it has
relative meaning. It is useful to confine its meaning to situations in
which there is a request or action to formally change a well established
or official name for a specific reason. Perhaps the reason would be to
eliminate duplicate or derogatory names, or for some personal, political,
cultural, or administrative purpose. Whatever the reason, special
research is required by the staff to gather information, including
suppoerting and opposing evidence which can be submitted to the names

authority for a decision.

3. New Name Proposals

A national authority is often asked to officially name a feature that
is thought not to have a local or published name. Special procedures for
submitting and handling proposals of this kind are useful., The staff is
obligated to see that the procedures are followed. Research in a variety
of documents and maps and communication with local officials and
committees are recommended in each case in order to ascertain that the
feature indeed does not have a current name in published or oral usage,
and whether the proposed name would be acceptable to the local citizens

and the local and national governments,

Research Procedures

Staff research procedures vary from case to case. The procedures are
dependent on the nature of each case, such as whether it is a name
conflict, name change request, or a new name proposal. In simple terms,
a researcher must investigate, collect, and evaluate evidence relevant to

the case and will provide the necessary information to members of the
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names authority so that the best decision can be made.

Each name conflict or proposal is always referenced to the particular

place, feature or area involved., Major mistakes can be made if

references, such as descriptions and coordinates, are made to names
instead of the features that are involved. This rule is particularly
applicable when the same name is applied to two nearby features,
according to two or more published sources.

Although it is possible and efficient to use the official name cards
for case research, their small size limits the amount of toponymic
information that can be recorded. For complex problems involving
considerable research, it is sometimes useful to make use of special
printed research or case brief forms. Their larger size allows easier
recording of data in an organized way to assist in the evaluation of a
case problem. Forms also ensure that primary evidence is collected and
not accidently overlooked. The research forms can be filed individually
in alphabetical order in the subject file for future reference. Only
selected information need be transferred to the official name cards,
which also provide cross references to the research forms in the subject
file.

Actual research involves the review and evaluation of names used on
maps, charts, and other appropriate publications, and research into the-
use and meanings of names and their written forms in more than one
Language, whenever necessary. It gntails the evaluation of field and
other names reports, the coordination of research and investigative
activities with regional and local committees, the solicitation and
checking of information with local informants, and the preparation of

name problem reports for submission to the national names authority.




Recoormended Name:
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State: Civil Division:
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Descriptiont

SUHMARY
Proposial:
Variant(s):
Map:
Proposer:

Administrative Area:

Names Associated With Featuve:

Local Usage = Weitben:

local Usage - Pronunciation:

Published:

Submnitted by:
Praparaed by:
Raviemad by:

Historical:

ftegal:

Other Factors:

Figure 21: Examples of name-research forms.
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A good researcher will attempt to gain considerable understanding into
the nature of each name problem:

(2) The toponymic history of the geographical entity involved;

(b} The languages involved and their written forms;

(c) The sources of all variant names and spellings;

(d) Special ethnic, cultural, and political interests;

(e) Local usage and local preferences;

(f) Degree and reliability of name usage; and

(g) Options with regard to standardization.

Name Problem and Proposal Reports

Clear and sympathetic communication between the research staff and
the names authority is not only important, but vital. The only way
members of the authority can make intelligent decisions is to have access
to appropriate information collected during research. The appropriate
evidence in each case must be submitted to the members of the authority
in such a way that it is complete and unbiased. This can be done bes; by
means of standard reports or by a name information brief with the
pertinent information for each case in a fixed format., A qualified staff
person should attend all names authority meetings and be prepared to
answer detailed questions and clarify information about each case. The
staff person also should be able to provide technical advice on the

languages involved and if asked, offer recommendations concerning a case.
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CHAPTER IX: FIELD TREATMENT OF GEOGRAPHICAL NAMES

The ideal method for obtaining information about the local use of
geographical names and their applications is by field investigation
carried out by knowledgeable persons. In fact, field investigatrion is
the only way some information can be obtained. This applies particularly
to discovering conflicts between official published and local oral usage,
and in collecting linguistic information., In general, the field
treatment of geographical names involves the investigation of taponymic
information by direct, personal inguiry with a select number of local
informants who normally have an opportunity to use the geographical names
on a regular basis in their everyday language. It also inciudes the
local investigation of the written forms of names, such as those which
are used on signs and in local records.

Field investigation is an expensive procedure. Except on a limited
basis, few names authorities will have the resources to carry out such
investigation. National standardization, however, is a cooperative
programme. It is generally possible to enlist the help of surveyors,

field mapping personnel, and available local and regional names

Figure 22: Surveyors and
field mapping perscmnnel can
assist with toponymic field
investigation.
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committees whose work may already include the collection of map names.
With a little training, and with comparatively little added cost, they
can assist in the collection of information required for the
standardization programme. Field assistance may also be provided by
university and government linguists, geographers, and geologists who
periodically work in the field, In some cases, trained college students
have been successfully used to obtain field information. Such work can
be part of a class project. Whenever possible, local or regional names
committees should be called upon to assist in all phases of the field
treatment of names.

The work of obtaining field information can be divided into three
phases, of which the first and last are often best performed in the staff
support office regardless of what group does the field work (see Figure
22). These phases are:

(a} Pre-field preparation;

(b) Field investigation; and

(¢) Field information review.

Prefield Preparation

An important, if not a critical, phase of toponymic field
investigation is the preparation carrie&.oﬁt'in the office before field
aaaianmcur—a ab o MUk a rroper rlield preparaclion ¢4an reauce consideraply
the time and cost of field work and éﬁsure that the work is accomplished

mor e cdm?letely. It can greatly assist the work of the field

investigators by:
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(a) Identifying name questions and problems;

(b} Identifying local informants, providing introductions to local
leaders

(¢) Assembling the appropriate map and aerial photo coverage, and
other materials and supplies the field investigator may need} and

(d) Planning the logistics needed for travel and recomménding the
most feasible and economical routes for meeting and'inﬁerﬁiewing

informants.

It is useful to prepare a field work map or series of maps that
covers the area to be worked and a set of instructions for the
fieldworker's guidance. The field work map and instructions sometimes
are prepared by the person deing the field work. However, it is
generally best prepared in the office where an indepth geographiﬁal,
cultural, and language study of the field work area can be made. The
instructions prepared to accompany the field work map normally will
require the fieldworker to verify all the published nomenclature on each
map - the names, their spellings, and their applications relative to
their use by the local people.

The instructions will also list questions and potential pfoblems that
have been identified by office research. Each question can be keyed to
annotated numbers or letter symbols on the field work maps (see Figure
21). It also is possible to pose these questiomns by annotation on the
map border, with lead lines to features and names shown or annotated on

the field work map by office personnel.
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Since time and travel in the field entails conside;ably more expense !
than that used in an office, the more that can be done in the office to
make things easier or simpler for the field investigator, the better.
This is particularly true if the field people are employed by other
governmental organizations, such as surveyors or field engineers who are

doing the toponymic investigation as part of a cooperative effort in

addition to their regular duties. Some of the information that may be
useful for the field person to know in advance is:
(a) Logical or appropriate contacts in specific areas with a list of ;

possible informants based on cultural and linguistic criteria;

(b) Locations of interpreters;

(¢) Recommended number of informants to be interviewed;

(d) Possible places of lodging;

(e) Special protocol matters; and

(f) Known administrative/linguistic divisions in the area to be

worked,

Another prefield job for the office staff is to bring to the
attention of the fieldworker all toponymic questions and possible
problems learned from documenta;y research. Certainly those names that
are found to be in conflict between primary maps and other publications
should be idantifigd in order that information may be collected to help
Lcau;.vxz [T uunula.j..n..u..a- AUT Liwmiu LUVESLLHEALUWL Cdil 4130 02 asheud Lua

(a) Determine whether places, features, and areas not named on

available maps and other publications, are named locally;

(b) 1Indicate the limits or extent of large and indiscrete features

that are named according to local usage (plains, mountain {

ranges, ridges);



interviews,

2. Verify all names and their applications published on the field work
map. Underline verified names with a red pencil., Identify and
report on all unverified and wrong names.

3. Provide names for the following features if found in local usage. If
a local name does not exist, write "none."

A.
B.
D.
J.
L.
M'
N.
0.
?.
R.

range of hills
high hill
stream

high hill
stream

stream

stream

road

high hill
stream

4. Provide answers in the field report to the following questions:

C.

D.

An 1820 map gives the name of this hill as Cerro los Picachos.
Verify current usage.

This stream is called Rio Kiharas in a 1914 geology report: verify.
Provide meaning of name 1f known.

E and F. Which is the tributary of the Rio San Antonio? What is the

GI

name of the other tributary?
Locate the site of an old village called La Puna in this area along
the Rio San Antonio.

H and I. Both villages are called Durango in the 1960 census report.

K.

Verify names. If the same, how do local people differentiate
between the two villages in conversation:

A water resource report calls this pond La Mara., Which name is
used locally?

Figure 23: An example of one way to prepare a prefield work map with accompanying
set of instructions/questionnaire.
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(c¢) Clarify generic usage and meaning when it is not obvious; {

(d) Identify and record duplicate names and, if valid, how they are

differentiated in everyday conversatiaon;

(e) Indicate on the work map or map overlay boundaries between named

areas;

(f) Record languages involved and name meanings ;

(g) 1Identify and record the numbers, ages, and ethnic/language

backgrounds of local persons using particular names; and

() Identify and record locally used written forms of names found on

signs and in records.

After the prefield prepardtion work has been completed, the work
maps, report forms, and other materials are assembled for easy use, If
possible, and if appropriate, it is useful te the field investigator to
be able to review the work done by the office personnel before going in
the field in order to resolve possible questions about the prefield

material.

Field Investigation

The purpose of toponymic field investigation is to learn how local
people use geographical names. It involves verification of names and

their applications already published on maps and the collection of names

in Taral noas rhat ama st Foaveed e oo o PR
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can be brief (part of a day) or longer in time (several days). The

length of time spent in an area depends on the nature of the assignment

or assignments. In many cases the names investigation will be done in

conjunction with other field work, such as mapping. If the names i
investigation is limited in time or is carried out in a sparsely

populated area, the job of interviewing is less involved than normal.




A. Prefield Preparation: field
work map and a set of instruc-
tions are prepared In the staff
office to assist field-worker.

B. Going into the field. C. Initial contacts: preliminary
introduction to {ocal people and
getting acquainted with area.

S

e

D. Interviewing in the home,
schoot, or office.

G. Field information review in
tha staf! office for processing.

E, Interviewing in the field, F. Preparing field reports and
checking completeness of work.

Figure 24. The field treatment of
toponymic information is accomplished
in these basic steps; prefield prepara-
tion, the actual field investigation, and
field information review.
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Only a few people need be contacted and, in most cases, the fieldworker
will randomly interview whoever can be found. A larger, more extensive
field programme, however, requires greéter organization. In such a case,
initial community contacts are made before.interviewing in order to learn
about the community, its people, and geography and, more important, the

names and locations of persoms to interview.

1. Field Investigation Training

It would be ideal if the verification and collection of geographical
names in the field were carried out by persons expert in field interview
techniques and toponymic studies. This, however, is not always
possible., Because of practical considerations such work is more often
done by persons with little training in either subject. They may be
surveyors, topographers, or administrators who have been delegated to
investigate name usage as an adjunct to their regular duties.
Nevertheless, good fieldwork can be done by these people if they.take an
interest in the work, have a professional attitude, and are provided with
appropriate guidelines as to interview and recording procedures and the
kind and amount of information needed by the names authority. This can
be done best by concise field instructions prepared by the names
authority office staff, Whenever possible, a short training course also

can be provided by experienced persons in the office or at a college or

university.

2. Initial Contacts
Upon arriving in the area, it is well, if possible, to have a letter
of introduction to an important or well known person in the village or

community. The list of possible contacts prepared by the staff support
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office also will help establish initial introductions to the people who
may help identify good local informants. Without these, knowing nobody,
it is best to find someone (teacher, physician, librarian, postmaster,
town officer) who knows the area and its people. 1In villages, one of the
best sources of information is the general store. This is often not only
the centre for local news, but the meeting place of many of the local
people as well, . In some places, because of the social/administrative
structure of the area, it may be best protocol to first contact the local
head person, such as a mayor or a chief. 1In sparsely populated areas,
the fieldworker may not be able to be selective and often must rely on

individuals found at a farm or ranch for toponymic information.

3. Selection and Number of Informarnts

After initial contacts have been made, when enough helpful
information about the geography of an area and its people has been
gathered, and with a list of possible good informants, the field
investigator faces what is probably the most exacting part of the job:
the selection and meeting of individual informants. Because of the cost
involved in field investigation, the selection and number of people
interviewed is important. In many cases older men often have a greater
knowledge of an area's geography and history, and are familiar with the
geographical names. Of course, the selection of younger men as
informants can be important in order to learn of possible shifts in name
usage between generations of local inhabitants who may have different
professions and life styles. Women also often have knowledge of local

places, features, and areas.
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The number of informants needed to get a good sampling of the local
use of geographical names depends on the size of the area being
investigated, its population density, the size or extent of the
geographical entities under consideration, the nature of the name
problems, the number of cultural groups and languages involved, and the
money allocated for the work. The number of informants for verification
of names and for resolving most name selection and application problems
need not be large. Two to five good informants often can provide
information on a large number of names. One or two area administrators,
hunters, forest rangers, game wardens, or mine operators may be the only
informants available who use geographical names in areas of sparse
population, 1In any case, the number of people interviewed mainly depends
on whether the field investigator feels confident that he or she is
getting reliable information, information that reflects the usage of the
community instead of one individual or a small group of people. This
sense of completeness cannot easily be taught to a person and must be
learned through experiance.

In general, informants are picked with several qualifications in
mind. Under most circumstances it is important that they are:

(a) Natives of the village or community;

(b) Intelligent enough to understand the purpose of the interview;

F AP Y An T o e . - . - N - - P . - .
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of features (or read a map confidently) and the extent of name
ugsage ;

(d) Capable of a good memory of the local geography;

(e) Hospitable;

(£) Honest;

(g) Not easily led by the fieldworker's questions; and
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(h) Mot arbitrarily improving on some names used locally because of

considerations of delicacy and elegance.

4. Asking the Questions

As was mentioned before, the purpose of toponymic field investigation
is to obtain information on the local use of geographical names from
competent persons who can be interviewed personally. The success of an
interview depends on several factors, some of which are not easily
controlled, because the process invoives a dialogue between persons who
are generally unfamiliar with each other and where personality can play a
role. Personal interviewing requires tact, The qualitative selection of
informants, however, is planned to help reduce problems based on
personalities or the informants lack of knowledge about the local use of
geographical names. The fieldworker also should make it clear in the
beginning that the purpose of the visit is not to sell anything, get
involved with any official or social issue which may be controversial, or
have motives other than to learn how each individual interviewed refers
to the geographical entities within the geographical area in which he or

she is most familiar.

L

Figure 25:; TFieldworker
interviewing at residence
of an informant.
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In conducting the interviews, each fieldworker develops his or her
own procedure. Some may push forward at each meeting as quickly as
possible, and thereby sacrifice certain social courtesies and small
talk., Another field investigator may attempt to establish a more
intimate relation with the informant and his family. A method sometimes
used, especially if the fieldworker is dealing with someone of another
culture and language, is first to meet the informant and explain the
purpose of the visit., Then another meeting at a different time is
arranged for the interview., This procedure reduces the element of
surprise and possible anxiety that may result from meeting a stranger,
evaluating the request and getting invelved with an interview, all at
once. When the fieldworker returns, the informant is generally ready and
often much more cooperative than if it were a one-visit event.

Regardless of the technique used, however, the goal of the
fieldworker admits of little variation. In every case, a quick
evaluation must be made of the informant's toponymic knowledge, veracity,
and ability to read a map or clearly explain the identity of the places,
features, and areas being discussed that are not within view., Care must
be taken to ensure that the person is not influenced by map usage. Local
names are sometimes considered to be trivial and unimportant when
compared to published names. Tﬁe5iﬁforﬁaﬁt stiould bé:made aware in thé ’ _
bepginning that mao names are nnr ;aracc::':vz-.;i.jr :—mv—wm? i e --
local names. 1In some cases it méf Eé.ébssible tbsffavel about iﬁ an'éfea?
and have the informant point out'féatuges directly,

It is important that the fieldworker ask questions without biés,:aoés
not lead the informant when asking quéstions, and does not make |
assumptions because of prior knowledge of information received from

previous interviews. 1In an English language context, for example, the
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interviewer may ask, "What is the name of the creek that flows through
the pond at the south end of the village?"” 1If the response is "Ajax",
and the fieldworker then writes down "Ajax Creek", the name may be partly
wrong. The local name could really be "Ajax Branch.” The question
should be posed in such a way that the generic element of the name used
locally is clearly understood. Some field investigators occasionally ask
questions using incorrect names, to test the informant's knowledge of
local names. Such a practice, however, must be handled with skill to
avoid unnecessary embarrassment.

The information is obtained from each informant by direct
questioning; but to learn the use of names within the context of everyday
language, the questions should not always be straightforward requiring

only "yes or no" kinds of answers, Getting the informant to use names in

sentence context is often helpful in arriving at an understanding of

actual usage.

5. Name Application
Determination of the written forms of names is only part of the
standardization process. Equally important is an understanding of the
association between the names and the geographical entities they
identify, That association includes:
(a) The location of the place, feature, or area to which each name
applies;
(b) A description of the extent of each named feature; and, when
necessary,
(¢) An explanation of the hierarchical relationships between

associated entities.
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Locating a named entity according to each informant normally is done
by marking or coding the field work maps or aerial photographs by the
informant's identification number (see p. 78). The procedure is simple
and provides the best means of communicating feature identification.
Care should be taken by the fieldworker to prevent crowding and
misleading marks on the maps. Although field conditions often are not
conducive to careful pen and pencil annotation, effort to do neat and
accurate printing and line work on the maps can save time and prevent
errors in the office where the information is collected from the field
work maps. It is generally impossible to go back to the field in order
te clarify indistinct work. Named geographical entities not symbolized
on the field work maps or identifiable on the aerial photographs can be
carefully annotated on the maps or photographs in their approximate
locations, relative to shown features, using standard map symbols,

The majority of geographical names apply to relatively discrete
features that can be logically defined and described. However, no two
entities are alike and the limits or extent of some named features are
often vague. The question involved is simple: exactly what is named and
to what does the name apply? Perhaps one of the reasons many have
difficulty understanding - indeed, even recognizing, a problem of name
application is that cartographic and other specific reference needs are
more rigid than local usage. For example, persons livipg in an ares or
region may agree on names for deserts, ridges, mountains, or bays, but
not be able to agree on their precise limits. The mouth of a named
stream is generally a discrete point, but its heading is often not
locally defined unless it is at the confluence of two named branches. A

named point of land may be defined by fishermen as applying just to the
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tip of land, while local farmers may use the same name to refer to the
whole peninsula that forms the point of land.

A field investigator must determine and identify the local
applications of names and, just as important, report when local usage is
either definite or indefinite about the extents or limits of features.
Such information is importamt to the national names authority when
deciding on the application of an approved name. In many cases, the
names authority may decide to define features logically and arbitrarily
in order to provide uniform guidance for names placement and specific
geographical identification for purposes of record reference.

Another factor to be considered when collecting information on name
application is the matter of how local people perceive feature
relationships. In certain cases, names applied to associated features
have an informal hierarchical relationship to each other. This
relationship is often revealed in the way people use the names in
everyday language, particularly by the generic terms used in the names.
This hierarchical process varies among languages, depending on how each
sorts out parts of the landscape for reference purposes. In American
English, for example, many of the generic terms used in names carry
hierarchical meaning. Absolute size is not always a factor. It is the
size relationship and association between features that is carried in the
generic meaning. For example, in American English, "coves” can be very

+

large, but when associated with named "bays,"” they generally are
considered subsidiary to the bays. 1In the same way, named "peaks"”
standing alone can be as large or larger than nearby “"mountains,” but

when in association, a "peak" is always a part of a "mountain,” not the

other way around. Although generally not a critical factor, knowledge of
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hierarchical relatiouships can be helpful in the decision process. Such

knowledge may be useful when trying to decide between two forms of a

name , when other factors are equal.

6. Recording and Reporting Field Informatiom

The purpose of a field program is to provide information that can be

used to help decide on the selection of official names for a particular

. . . s . . .
area. The field investigation is a critical link between the real world
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Figure 26; Examples of notes on names annotated on the field
: map and on the peopla interviewed.

of local name usage and the standardization process. Toponymic data

given by each informant needs to be understood, evaluated for accuracy,

and recorded by the fieldworker in a notebook and on maps at the time of

the interview.
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It is good field procedure to record information about each interview
in a notebook. If possible, it is useful to record each person's name;
address, sex, approximate age, occupation, and years lived in the area.
This information can assist in evaluating local name usage. For example,
pecple with different occupations may use different traditional names for
the same feature. A difference in name usage between older and younger
informants may indicate a name change in progress.

Each person interviewed in a project area should be given a unique
identification number. This number is a shorthand reference that can be
used in association with information and map name confirmation provided
by the particular person (see Figure 26). Simple alphabetical and/or
numerical codes or other writing symbols also can be used to note
standard replies to routine inquiries and to evaluate the perforﬁance or
reliability level of each informant. The use of such shorthand codes can
reduce the time spent recording data during an interview and reduce the
space used making annotations on the work maps. The names authority
office may wish to establish a standard coding system for use by all
fieldworkers.

During an interview, short answers to the questions and other brief
name information can be annotated directly on the map, sometimes using a
different colour pen or pencil so that office and field annotation may be
distinguished from each other. The best procedure, however, is to
prepare report sheets or cards that are keyed to a sequence of annotated
numbers or names on the map. The report sheets provide adequate space
for describing each name situation and problem, along with information
pertaining to the informants contacted, language matters, and name

meanings. A name overlay sheet on see~through paper or other material is
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a useful tool for associating names with map symbols. The places,
features, and area referred to in the Teports can be drawn or outlined on
the overlay sheets for easy reference.

The value of a field investigation project is judged not only on good
interview and recording techniques, but also on how well the information
collected is conveyed to the names authority office, Every effort should

be made to transfer to the office information that is:

(a) Factual

(b} Clearly stated (unambiguous)
{c) Appropriate, and

{(d) Adequate.

Seldom can all the toponymic data recorded at the time of an
interview be passed directly to the office staff. This data, recorded in

the form of hastily written, often cryptic notes, normally need to be
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Figure 27: An example of a field annotated map. The numbers
associated with each geographical name refer to the identifi-
cation numbers of the informants listed in the field notebook.
The @ is a code symbol that indicates all informants inter-
viewed agree with the name.
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transcribed so that the information can be clearly understood by persons
in the office. It is recommended that the transcription of field
collected data into a standard report form be done at the gﬁ& of éa;h
day's work. The loﬁgér the fieldworker waits to transcribgtﬁoté% énd map
annotations, the greater the risk of forgetting significanﬁlééﬁa?is of

the interview or confusing information obtained from several interviews.,

7. Multilingual Conditions

In most countries throughout the world, geographical names are found
in more than one spoken language. Multilingual conditions affect field
investigation procedures, The range and variety of multilingual
conditions are great. At one end of the spectrum are those countries
that are essentially unilingual, where a large majority of the people
speak and understand one language, even though various groups of people
also speak other languages. At the other end are those nations composed
of several cultural groups in which over a hundred languages are spoken.
Since standardization programmes are normally based on the principle of
local usage, most countries must take into account the treatment of names
derived from minority languages., How this is done is a matter for
consideration by the national names authority. The field investigator is
responsible for the collection of all names in the field, and must not be
selective in the process. GSelection, if there is any, is the
responsibility of the names authority and its support staff according to

established principles, policies, and procedures.
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Figure 28: Interviewing in the fieid.

The effect of multilingual conditions on interview procedures depends
on the ability of the fieldworker to communicate with the person being
interviewed and an ability to record names in z manner acceptable to the
names authority and the staff support office, If the fieldworker and
informant do not speak a common language, other procedures are
necessary. For example, it may be possible to use a competent
interpreter, one who understands the purpose of the interview and is able
to deal easily with orthographic and geographic matters. Such service
may be furnished by a local school teacher, an administrative official,
or any other knowledgeable person who is able to converse freely in the

two languages involved.

8. Recording Names From Other Languages
When working with other languages in the field, the procedures for
recording names can differ depending on whether the names are derived

from:
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(a) Languages that have a written formj or

(b} Languages that do not have a written form.
In the first case, the names are recorded using the standard orthography
of the language from which the name is derived. The written forms of
these names are either accepted by the names authority as they are, or,
if necessary, converted into an acceptable orthography accerding to
established procedures. The field investigator, however, normally is
responsible for collecting the names in the locally used script. 1If a
language involved does not have writing systems, the names collected must
be transcribed into an acceptable orthography. Most field personnel are
not qualified to hand-record names from languages with which they are not
familiar. Linguists aware of the standardization processes can do the
job in cooperation with the field investigator, who must make sure that
the correct applications of the names also are recorded properly. A
geographer or field cartographer, who qualifies as a linguist, is also
able to properly record the names. People knowledgeable in linguistics,
however, are not always available. If this is the case, it is strongly
recommended that the local spoken forms of names and their meanings, if
known, be recorded on tape and number coded to the appropriate symbols on
the field work map or images on the aerial photographs. It is good
procedure to have each name repeated twice and used in context within a
sentence. The names on the tape can then be transcribed in an acceptable
orthography in the office or university by qualified linguists. The
tapes can also be used to develop pronunciation guides for the names. In
all cases, the meaning of each name, if known by the informant, should be

recorded in order to assist in the correct interpretation of the name.
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9., Use of Local Names Committees

The field investigator should not overlook the possible assistance
that existing regional and local names committees can provide im the
introduction and selection of people to be interviewed. If such a
committee exists within or near an area being worked, it also may be
possible to rely on persons from that committee to do the field
interviewing with or without the supervision of a fileld investigator
working for the national povernment., The work can be done in cooperation
with the national names authority as an integral part of the
standardization programme. Such a procedure allows local communities to
be directly responsible for the collecting and recording of their own
names. Local committees also may be able to handle multiple language
situations more easily than someone from the outside who is unfamiliar
with the languages involved. Local and regional committees normally
operate with essentially the same principles, policies, and procedures
followed by the national authority for the treatment of geographical
names .

At a more informal level, it is possible for a government fieldworker
to organize an ad hoc local committee to assist in the interviewing and
recording of names. An ad hoc committee can help overcome language
barriers that may exist. A reverse of this procedure can be effective in

some cases. That is, it may be possible to have selected informants come

Famariiaw ar s oawsnie oa b b i ek Faaes bl o mena waeeenas o Fnives raa ha ddcmncead

and recorded. This method, of course, may lead to somewhat biased
information because it is based on group agreement. Information
collected this way, however, does provide a form of name selection
accomplished democratically by local citizens. It also reduces the time

and cost of a field operation.




85

Field Information Review

Although the goals of field investigation are simple and
straightforward, it can be seen from the above that the procedures and
methods used in the field are subject to considerable variation. This is
because many different conditions exist in the field. The process of
obtaining specific and sometimes complex and subjective toponymic
information from local people with different cultural attitudes,
personalities, and languages, requires flexibility in procedures and
methods used. The final result of a field operation is an organized
collection of annotated field work maps, map overlays, report sheets, and
other material related to the collection and recording of geographical
names that cover a specific area. This material is submitted to the
staff support office for processing. The field material is reviewed and
evaluated for relative completeness, accuracy, and adherence to
standards. The selected names and their applications are then processed

and recorded according to established procedures for official adoption by

the names authority,
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CHAPTER X: PUBLISHING OFFICIAL NAME INFORMATICN

The dissemination of principles, policies, procedures, and standard
name information is crucial to a standardization programme. The work of
the names authority will have limited success if persons in governmental
offices and in private organizations do not fully understand the purpose
of the programme or are unable to obtain official name information

quickly and easily.

Maps and Gazetters

I1f possible, information on official standard names can be furnished
to a community of users by a combination of official maps and an official
gazetteer or gazetteers. Both types of publications are needed because
user requirements vary. For example, those who need the official name of
a specific feature or wish to have all the official names in a limited
area, can best obtain such information from a map. A standard map
series, published by the national mapping organization, is one of the
best methods available to most countries for the dissemination of
official names. If, however, a name is already known but the location of

the feature is needed, a gazetteer is the better reference.

Gazetteers
A national gazetteer, along with a dictionary of words used in the
language or languages of a country, 2 national atlas, a large-scale map
series, and a national encyclopedia provide a basic set of reference
publications that can be the pride of any nation. A gazetteer is a
publication or series of publications that list in alphabetical order the

geographical names found within an administrative division of a country,
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or in the whole country itself, The purpose of a gazetteer is to list,
not only official names, but information that identifies the kinds of
geographical entities named, their locations, variant names and
spellings, and sometimes additional information such as elevations and
populations. Publications that include a great deal of information omn
name meaning and/or history and geography are normally called

"geographical dictionaries.,"” Gazetteers for an area or country

Figure 29: The
publication of
official names
by gazetteers
and maps.

are generally compiled and published after a relatively complete
collection of names and attendant information is assembled. The official
card file in the staff support office generally provides the data

source., If the office maintains its official name records in
machine-readable form as a computer file, the publication of a gazetteer
becomes a simple matter. The computer is capable of printing out
whatever information it contains in any order desired for publication
purposes. A names authority contemplating the publication of a national

gazetteer should review those already published by other countries.
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Keeping Users Informed

Of course, both maps and gazetteers become out of date shortly after
they are published. This time-gap can be bridged by use of a special
information sheet or periodical which would keep users informed on a
regular basis of changes and new names. If the official name records are
part of a computer file, the information maintenance problem is easily
solved. The special periodical and up-to-date gazetteers in various

formats can be printed out with very little preparation cost,
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CHAPTER XT: CONCLUSION

Geographical names are used by almost all people almost every day of
their lives. They are the language of maps and charts and provide the
main geographical reference in all forms of written documents,
Establishing a geographical names authority and carrying ocut a natiomal
standardization programme need not be costly or complex., If planned and
organized carefully and undertaken with meoderation, such a programme will
provide a nation's governmental system, its industrial, commercial, and
business organizations, and its citizens considerable savings in time and
money aleng with other tangible and intangible benefits.
Over-organization, especially in the beginning, should be avoided because
the added complexity may burden the programme and lead to unnecessary

costs.

The process of giving names and their use in everyday spoken language
is a dynamic process. A workable standardization programme requires
continuous and careful attention to the details of the process and an
effective system of information dissemination, It is particularly
important that the names authority exercise responsibility for control of
name usage, at least at the highest level of government, in order to
accomplish its mission of the national standardization of peographical

names .
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A THREE-WEEK COURSE
on

THE NATIONAL STANDARDIZATION
of
GEQGRAPHIC NAMES

Introduction

This is an outline of a 3-week course intended to provide both beginning
and intermediate instruction on methods and procedures used to undertake
the standardization of geographical names on a national basis. The
course can be expanded one more week in order to allow more time for an
indepth review of methods, procedures, and problems or a field
investigation project. It can also be coudensed to a two-week course by
elimination of a few topics and special projects. The course is given in
[English}] and includes lectures, seminars, open discussions and reports,
special projects and, when appropriate, field investigation work,

Special educational tours are planned.

Admission requirements are broad and flexible. Persons taking the
course, however, must be able to understand and speak [English]. An
educational background or experience in the fields of geography,
cartography, history, linguistics, and administration is useful.
Although no examinations or grades will be given during or at the end of
the course, all persons are expected to attend lecture sessions and
participate in the seminars, open discussions, special projects, and
field programs (when given) when possible. Some weekend and evening
study will be necessary.

Morning sessions normally will be from 9 a,m. to 11:30 a.m.; afternoon
sessions will normally extend from ! p.m. to 3:30 p.m. Study and
research areas will be assigned. Reading and seminar assignments are
tailored to the lecture topics before each topic is to be discussed.
Special project assignments will be based on prior experience and the
particular circumstances of each student.



THE NATIONAL STANDARDIZATION OF GEOGRAPHICAL NAMES

Session

Subject

First Week

1 a.m. Lecture: Introduction and description of course ; its
goals.

Tour: Office and research facilities,

Peme Lecture: Purpose and advantages of a national program
for the standardization of geographical names.

Discussion: Getting acquainted; each student's reasons for
taking course,

2 a.m. Lecture: Toponymic terms and their definitions.

Pema Lecture: History of international standardization and
international organizations that have
contributed to the standardization of
geographical names,

Lecture: The standardization of geographical names
within the framework of the United Nations;
toponymic guidelines.

3  a.m. lecture: The nature of geographical names; their role in
spoken and written language; domestic and
foreign names; conventional names; cartographic
applications.

Lecture: Transformation of writing systems; trans-
literation, transcription, and conversion.

pom. Seminar: The nature of geographical names and their use
LU o Zdacil SLuldelll. b dSloae

Lecture: The scholarly study of geographical names and

its relationship to a standardization program;
the International Congress of Onomastic
Sciences and other organizations devoted to the
gtudy of names.




Session

Subject

4

dallle

PeMa

Lecture:

Seminar:

Project:

introduction to national standardization; what
standardization means; methods and procedures;
relationship between national and international
standardization.

Current standardization programs in various
countries.

Assignment of an exercise on map reading and
the comparison of names and their applications
on maps of different scales, including
manuscript maps.

5

Gellls

Py

Lecture:

Seminar:

Project:

Beginning a standardization program; metheds of
approach; geographical, political, and social
factors.

Previous and curremnt programs in each student's
country or area; factors that encourage or
inhibit domestic names standardization in his
or her country or area.

Map names exercise.

Second Week

6

d eille

p-m-

Discussion:

Lecture:

lLecture:

Seminar:

v

Review of previous week's sessious.

Establishing a permanent national geographical
names authority; organization and membership;
sources of authority; use of regional
authorities.

Staff support; central geographical names
office; staff support duties; communication and

relationship between staff and names authority.

Report and evaluation of map names exercise.



Session

Subject

7 3 .M.

Petia

Seminar:

Lecture:

lecture:

A suggested standardization plan for each
student's country or area.

United Nation's recommendations; i.e.
Resolution 4, First United Natioms Conference
on the Standardization of Geographical Names.

Establishing standardization criteria;
principles, policies, and procedures for a
national program; standardization criteria for
programs in Canada and the United States.

pnm-

Lecture:

Seminar:

Ezoject:

Socio-linguistic issues associated with
national standardizationj the treatment of
minority language names; multiple language
names for a geographical entity; possible
solutions to plural naming situations.

Treatment of minority language names in various
countries,

Assignment of a controversial names research
exercise.

9 QoM.

PoMa

lecture:

lecture:

Lecture:

Project:

Boundary names; problems and solutions.
The nature of other geographical names
problems; conflicting names, spellings,

applications and generic usage; name changes.

Documentary research methods; finding source
documents.

Controversial names research exercise.




Session

Subject

10 G ellte

Pollie

Lecture:

Seminar;

Project:

Introduction to field and office treatment of
geographical names.

Field collection and investigation of
geographical names information; methods of
accomplishing field inquiry} pre-field
preparation; qualifications of field persomnnel;
informant selection; local community approach;
methods of inquiry; and methods of recording
information.

Controversial names research exercise.

Third Week

Discussion:
Lecture:
Lecture:
Lecture:

Discussion:

Review of previous week's sessions.

Special field problems and possible solutions.
Field and office record keeping.

Name application and place identification.

Report and evaluation of controversial names
research exercise.

11 a.m.
Pels
12 a.m.
peme

Seminar:

Lecture:

rroject:

Special name problems; name duplication,
offensive names, long/nonfunctional names,
historical/legal usage vs. current local usage,
numbers in names, politically imposed names,
unique generics, and commemorative names.

Symbiotic relationship between a national
mapping program and a names standardization
program.,

Assignment of automated data processing
applications exercise.




Session Subject

13 a.m. Lecture: Automated data processing and the national
standardization program; demonstration and
"hands on" ianstruction.

p.m. Lecture: Application of principles, policies, and
procedures in the standardization process.

Project: Automated data processing applications exercise.
14 a.m. Lecture: Editorial treatment of geographical names.

Pem. Lecture: Promulgation of information about the national
standardization program and official names;
publication of official gazetteers and reports.

Seminar : National name standardization and the public;
avoiding pelitical and ethnic conflicts;
obtaining public cooperation.

Project: Automated data processing applications exercise.

15 a.m. Lecture: Updating/maintenance of the official
geographical names file and other records.

Lecture: Developing a toponymic research library and a
system of professional and local/regional
information contacts.

Pl Lecture: Gazetteer information, layout, and preparation.

Seminar: Réview and evaluation of course and open
discussion of particular issues of concern to
each student.

Project: Completion of all projects.

Note: A field exercise would involve a single student or a team of

students to verify in the field, by local inquiry, the
choice, spelling, and application of names on an assigned
topographic map or set of maps and the collection of names
not shown on the map or maps. The students would apply
procedures on pre-field preparation, the selection of
informants, methods of inmquiry, and methods of recording
information. The exercise would also require research at
local records office and libraries,



