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Preface to Revised Edition
How This Book Was Written—And Why
Nine Suggestio on How to Get the Most Out of This Book
Part 1 Fundamental Techniques In Handling People
1 “ If You Want to Gather Honey, Don’ t Kick Over the Beehive”
2 The Big Secret of Dealing with People
3 “ He Who Can Do This Has the Whole World with Him. He Who
Cannot, Walks a Lonely Way”
Part 2 Six Ways To Make People Like You
1 Do Thisand You’' Il Be Welcome Anywhere
2 A Simple Way to Make a Good Impression
3 If YouDon' tDo This, You Are Headed for Trouble
4 An Easy Way to Become a Good Conveationalist
5 How to Interest People
6 How To Make People Like You Itantly
Part 3 Twelve Ways To Win People To Your Way Of Thinking
1 You Can’ tWinan Argument
2 A Sure Way of Making Enemies—and How to Avoid It
3 If You're Wrong, Admit It
4 A Drop Of Honey
5 The Secret of Socrates
6 The Safety Valve in Handling Complaints
7 How to Get Cooperation
8 A Formula That Will Work Wonde for You
9 What Everybody Wants
10 An Appeal That Everybody Likes
11 The Movies Do It. TV Does It. Why Don't You Do It?
12 When Nothing Else Works, Try This
Part 4 — Be aLeader How To Change People Without Giving Offence or
Arousing Resentment
1 If You Must Find Fault, This Is the Way to Begin
2 How to Criticize—and Not Be Hated for It
3 Talk About Your Own Mistakes Fit
4 No One Likes to Take Orde
5 Let the Other Man Save Face
6 How to Spur Men on to Success
7 Give the Dog a Good Name
8 Make the Fault Seem Easy to Correct
9 Making People Glad to Do What You Want
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[0 O "Carl could have had those salesC] but he made no effort to arouse in us any desire for the policies. "[J [ The
world is full of people who are grabbing and self-seeking. So the rare individual who unselfishly tries to serve others
has an enormous advantage. He has little competition. Owen D. Young[l a noted lawyer and one of America’s
great business leaders] once said: "People who can put themselves in the place of other people[] who can
understand the workings of their mindsC] need never worry about what the future has in store for them. "0 O If
out of reading this book you get just one thing-an increased tendency to think always in terms of other people's
point of view[] and see things from their angle-if you get that one thing out of this book it may easily prove to be
one of the building blocks of your career.[J [I Looking at the other person’s point of view and arousing in him an
eager want for something is not to be construed as manipulating that person so that he will do something that is
only for your benefit and his detriment. Each party should gain from the negotiation. In the letters to Mr. Vermylen
[ both the sender and the receiver of the correspondence gained by implementing what was suggested. Both the
bank and Mrs. Anderson won by her letter in that the bank obtained a valuable employee and Mrs. Anderson a
suitable job. And in the example of John's sale of insurance to Mr. Lucasl] both gained through this transaction.
[J Another example in which everybody gains through this principle of arousing an eager want comes from
Michael E. Whidden of Warwickd Rhode Island[J who is a territory salesman for the Shell Oil Company. Mike
wanted to become the Number One salesperson in his districtd] but one service station was holding him back. It
was run by an older man who could not be motivated to clean up his station. It was in such poor shape that sales
were declining significantly.l] O This manager would not listen to any of Mike's pleas to upgrade the station. After
many exhortations and heart-to-heart talks-all of which had no impact-Mike decided to invite the manager to visit
the newest Shell station in his territory.[] [0 00 [0
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[0 O May I suggest that you also read this book over: keep it by your bed[] underscore the parts that apply to your
problems. Study it; use it. For this is not a "reading book™ in the ordinary sense; it is written as a "guidebook"-to a

new way of life]
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