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How to Use
This Workbook

ZAFFAR SAYS

Success in any project comes from clear goals, daily action, consistent follow-up,
and persistence.
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Purpose of This Workbook

This workbook is designed to help participants understand, reflect on, and
take immediate action on each Success Pillar. It is not only a reading tool,
but a practical guide for personal and business growth.

Read, Understand and Reflect

Participants should carefully read and understand each Success Pillar. As
they go through the workbook, they should write their own notes, reflect on
the key lessons, and connect the ideas to their own life, business, goals and
challenges.

Complete the Key Takeaways

After each Success Pillar, participants should complete the key takeaways.
This will help them identify the most important lessons, remember the main
points, and clearly understand what needs to be applied.

Take Practical Action

The most important part of this workbook is execution. Participants should
not only read the workbook, they must apply it. Each participant should
identify practical actions they can implement in their personal or business life.

Apply Within One Week

Participants should aim to implement the lessons and action points within
one week of the workshop. ldeally, action should begin immediately after
the workshop while the learning, motivation and commitment are still fresh.

Final Message
Success comes from understanding, commitment, consistent action and
persistence. When knowledge is followed by action, real transformation begins.

ZAFFAR SAYS

Success is not in planning, talking, or waiting. Real results come from execution,
execution, and execution.
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1 - DREAMING TO ACHIEVING

Turn your dreams into clear goals, daily action, and real achievement

Create Awareness
Master your mindset

01

VANAM

One Hour Alone
Set clear goals

Knowing Your Exact Goal | |
Knowing Your Exact Plan \ \

03

Engage Daily

Take massive, consistent, and focused daily action

Miracle With 20 Disappointments
Persist

SUMMARY

You must first understand how your brain works, because your thoughts control
your emotions, actions, and results. Success starts with awareness of your mind
and a decision to change from within.

Clear goals give your dream direction and turn confusion into action. Learning
from the right people helps you grow faster and avoid mistakes. Daily action
builds momentum, discipline, persistence, and real achievement.

CORE TRUTH

Success is built on the right mindset, clear goals, and relentless daily action, guided by others,
sustained by persistence.
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CORE TAKEAWAYS

1
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ZAFFAR SAYS Dreams become reality only when backed by clear vision and consistent execution.
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2 - PROBLEM SOLVING

Turn every problem into a clear solution through action, persistence, and learning

Diagnose The Real Problem
Understand the root cause clearly before doing anything
‘ VANAL

01

Possible Solution No. 1
Try at least 20 times before even thinking of giving up

SUMMARY

Great problem solving begins by diagnosing the real problem, not reacting to the
surface issue. Once the root cause is clear, explore different solutions before
choosing the best one. A practical plan turns your chosen solution into focused
and measurable action.

Action gives feedback, and adaptation helps you improve until the problem is solved.
Every miracle usually comes after persistence, learning, and at least 20 serious attempts.

CORE TRUTH

Great problem solvers diagnose deeply, plan carefully, act boldly, and persist relentlessly,
knowing every miracle is earned through at least 20 attempts.
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ZAFFAR SAYS Every problem is an opportunity, those who solve faster, grow faster.
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3 - AM PLANNING & PM ACHIEVEMENT

One daily rhythm that compounds over 90 days

AM PLANNING

Plan Your Money Moves
Choose the 1 to 5 actions that can bring money into the business VWY

EE N )

PM ACHIEVEMENT
Achieved

Yes [ | No []

Yes [ ] No

|

| O
| Yes [ No [
| Yes [] No []
| O

Yes [ ] No

EENN )

SUMMARY

AM Planning means choosing 1-5 money-making actions before the day begins.
PM Achievement means checking at night whether those actions were completed.
This simple daily rhythm creates focus, discipline, and accountability.

If the tasks are not completed, carry it forward and do it the next day. Repeated
for 90 days, this process builds consistency, momentum and business growth.

CORE TRUTH

1-5 laser-focused money-making actions each morning, followed by one honest review each
night, can create 90 days of discipline, momentum and unstoppable business growth through
the power of compounding action. 8
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ZAFFAR SAYS Plan, act, review, stay consistent and persist.
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4 - 2-Minute Huddle Meetings (Accountability Meetings)

A fast daily check-in to track progress, confirm ownership, and lock in deadlines

Assign Project or Task
Set a clear agenda with a due date and accountable person for every task or project

‘ VANAL

Assign Accountability
Every task must have one clearly named person responsible for completion

Set a Due Date
Every task must have a clear completion deadline before the huddle ends

Three Words Only

Each person must report their status in three words: completed, not completed, or new date

Submit If Absent

If absent, send your update in advance using three words: completed, not completed, or new due date

SUMMARY

2-minute huddles keep the team focused. Every meeting needs a clear agenda.
Every task needs one owner and one due date.

Updates must be short and clear. If a task is missed three times, discuss
one-on-one.

CORE TRUTH

Huddle discussions must stay confidential, respectful, and focused on results, not blame.
If a task is missed three times, hold a one-on-one meeting to find the root cause and move it forward.

10
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ZAFFAR SAYS Short huddles, clear ownership, real results.
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5 - DEPARTMENT OF LOYALTY

Loyalty is earned when people feel genuinely valued, protected, respected, and proud to grow with you, not used by you

Loyalty is Relational, Not Transactional

Loyalty grows through genuine relationships, not just money, benefits,
or short-term rewards S

Loyalty Idea

SUMMARY

Loyalty is built through genuine relationships, not money, gifts, or favours.
People stay loyal when they feel valued, respected, supported, and understood.
Consistency, honesty, and reliability build trust over time.

Respect, care, appreciation, and positive experiences strengthen commitment.
True loyalty grows when people feel genuinely cared for, not just used for business.

CORE TRUTH

Loyalty is the foundation of strong relationships, in the workplace, with customers, and in life.

12
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ZAFFAR SAYS Loyalty is earned through trust, care, respect, and consistency.

13
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6 - DEPARTMENT OF Al

Al drives innovation, efficiency and advantage. Build a future-ready organisation

Identify The Need

Find where Al can save time and improve results

‘ VANAL

Roll Out With Comprehensive Training
Train staff to use Al properly before implementation

SUMMARY

Al is no longer a future concept; it is a transformative tool driving innovation,

efficiency, and competitive advantage. Build a future-ready organisation.

CORE TRUTH

Al gives a business advantage when used with proper testing, training, human judgement, and
continuous improvement.

14
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ZAFFAR SAYS A company that does not use Al will stay behind, but Al without human judgement and supervision is also no good.
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7 - DEPARTMENT OF RECORD KEEPING

A critical yet overlooked pillar of success; 25-30% of work time is wasted searching for documents

Categorise And Store Alphabetically

Store all digital files in one central system, organised alphabetically,
so any document can be found within 30 seconds

A,B,C,D,E,F,G,H,I,J,K,L,M,N,0,P,Q,R,S,T,U,V,W,X,Y,Z

VANVANY

SUMMARY

An alphabetical filing system makes it much easier to find documents within
30 seconds. Every staff member must be trained to use the system properly,

because if the right file cannot be found immediately, the business may lose
valuable time, momentum, and major opportunities.

CORE TRUTH

Good record keeping must be simple, alphabetical, consistent, and easy for everyone to use.

16
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ZAFFAR SAYS File everything alphabetically, train everyone properly, and make every document easy to find.
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8 - BUSINESS SYSTEMS

Business systems define roles, structure and goals, supported by training and reviews

Reporting Frequency Effort Questions

How often must progress be reported? What effort are expected clearly?

VANAM

Result Questions

What result are expected clearly?

Accountable Person How (Step-By-Step Process)

Who is answerable if the task is not completed? What is the step-by-step process to complete it?
(]
a

Responsible Person

Who is responsible for completing the task?

Guide, Helper and Reporting Person Training Date

Who will guide, support, and report progress? When will training be completed?

Staff Job Progression Evaluation and Implementation Date

What is the next career step for this staff member? When will it be evaluated, and if successful, what will be the implementation date?

Job Description Fortnightly Progress Review and Accountability

Is the job description clear and updated? What progress will be reviewed every fortnight?

SUMMARY
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Business systems create clarity by defining roles, responsibilities, expected effort,

outcomes, timelines, training, evaluations, and growth pathways, with fortnightly
reviews once work has commenced, so every task moves from plan to result. —

CORE TRUTH

Business growth follows clear systems: responsibility, accountability, sustainability, scalability,
and automation. Without accountability, performance becomes HELLABILITY.

18
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ZAFFAR SAYS Responsibility plus accountability creates sustainability, scalability, and automation.
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Zaffar Khan is a serial entrepreneur and
visionary strategist, known for building one
of Australia’s fastest-growing organisations.
From humble beginnings, he developed a
business model widely praised by clients,
teams, and industry leaders alike, setting
new benchmarks for growth and excellence.
Through his leadership, countless ventures
have flourished, and new standards of
success have been established.

Zaffar is the author of over 50 books and a
mentor to business leaders across the
globe. Through his leadership, strategic
business growth and expansion, Cocoon
SDA Care was recognised by the Australian
Financial Review (AFR) as one of Australia’s 6\
100 fastest-growing companies. In less than

four years, the organisation grew from 1 .
employee to 2,400 employees, including
1,200 full-time staff working in 24/7 care
operations. Cocoon SDA Care also became
recognised for building one of Australia’s
strong and supportive workplace
environments.

Zaffar is a passionate advocate for justice,
ethics, and human dignity. Zaffar’s journey
reflects unwavering resilience and courage,
standing strong in the face of challenges
while continuing to inspire entrepreneurs

Business Acceleration Specialist

’ Author | Global Speaker | Business Transformation Coach
worldwide. Practical Business Mentor | Businessman
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Stay connected and follow me on social media



