
 

Suggestions on How to Organize a Division 

 

Preparations: 

- Find contacts of the governmental institutions responsible for the management of 
geographical names in each country  

- Send an email with an invitation to an online meeting with all interested countries, explaining 
what UNGEGN is and what it does; how it functions; the possible advantages of taking part 
in a division, and describing the intention/project of forming/revitalizing the division. (Use 
“UNGEGN’s Divisions – Facilitating Dialogue Among Member States on Geographical Name 
Issues) 

- countries assign representatives of governmental institutions responsible for the 
management of geographical names to attend the meeting 

- Meeting:  
✓ introductions, expectations, questions, start the organization of the division 
✓ organize members’ information (ex. full name, country, institution, position, email 

address, institution address and phone number) 
✓ Set meeting frequency and dates 

 

Organizing the division: 

Set meeting frequency and dates (1st meeting?) 

Prepare Terms of Reference 

 

First activities: 

- Collection and organization of information on Member States and the Division 
(website/repository??):  

✓ List of members with name, institution, position, address, telephone, email.  
✓ Member States: active member states and potential member states. 
✓ Dissemination of the basic official information on the active Member States and their 

geographical names: make available on a website - or other ways - official information on 
geographical names available in the countries regarding: 

a) Existence (or not) of a National Names Authority and its contact details. In case 
there isn’t, which institution(s) deal with geographical names management. 



 

b) List of abbreviations 
c) Geographical Names Database (access link) 
d) Toponymic Guidelines 
e) Geographical Names Authority (name of the institution, address, telephone, 

contact, email, name of the manager, website [access link], and statute [access 
link]  

f) Names of the country (short and long form), capital, the main administrative areas 
(states and dependent territories, if any), area, official language(s), total 
population, percentage of official language speakers, currency 

It should be noted that some of the information suggested for sharing may be more appropriate for 
one type of division or the other: linguistic or geographical. 

✓ Report from each country on the management of its geographical names and main 
difficulties, as well as on the status of work in terms of cartography and databases, to be 
submitted to the Presidency of the Division and circulated among members and/or 
presentations of each country with this content. These reports/presentations will guide 
the definition of the next activities.  

✓ Knowledge alignment based on UNGEGN recommendations and best practices: meetings 
for reading and discussion of UNGEGN’s basic material, seminars, etc. 
 

- Preparation of Work Plan aligned with UNGEGN’s SP&PoW based on the needs of the 
countries stated in the reports/presentations (see suggested spreadsheet). 
We suggest submitting the Work Plan to the Core Bureau for guidance.  
 

- Make Work Plan available on the website/repository 

 

Suggestions on initial activities: 

Many countries/divisions share the need for capacity building programs. Regarding this we suggest 
the organization of capacity building events, on which the Working Group on Funding and Training 
Courses may provide guidance. 

Also, it may also be possible to obtain assistance from countries/divisions that are more advanced 
in specific issues, by inviting experts to give lectures on the subject. 

Some examples of themes:  

- National Names Authorities: creation and functioning 



 

- Collection of Geographical Names 
- Office Treatment of Geographical Names 
- Geographical Names and Socioeconomic Development 
- Inclusive Toponymy 
- Toponymy and Decolonialism 

 

As far as funding is concerned, it is a frequent challenge faced by Divisions, and we suggest on-line 
events, which are less costly.  Also, it may be worth trying to share the expenses among the 
member countries or other divisions interested in the same subject. 

Another suggestion to help make capacity building events feasible would be liaising with regional 
institutions such as PAIGH and CARICOM related to your region or language, to promote forums for 
discussions of significant issues. Furthermore, this sort of liaison may help attract other potential 
member countries to participate in the division. 

 

Suggestions for additional information to include on the Division’s website/repository, beyond 
what has already been mentioned: 

- Terms of reference  
- Divisional reports (in the language of submission and in the language(s) of the member 

countries) 
- Papers presented by member countries in UNGEGN Sessions and other events of interest 

(in the language of submission and in the language(s) of the member countries) 
- News on events of interest and events organized by the division 
- UNGEGN SP&PoW (translated into the language(s) of the member countries) 
- Translation into the language(s) of the member countries of the Resolutions and Decisions 

from the old UNCSGNs and New UNGEGN Sessions 
 

It should be noted that some of the information suggested for sharing may be more appropriate for 
one type of division or the other: linguistic or geographical. 

 


