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“Your capacity is something you must be intentional about because it is at the core of how you 

live. The truth is we are all so busy doing what we must do, what we feel we have to do, that we 

never stop and take time to do the things we WANT to do.” Sophia A. Nelson 

I have truly learned that building capacity in your life will enable you to get more done and have 

more joy and peace in your life in the process. We keep seeking balance when we should just 

get ourselves focused on what’s REALLY important in our lives. Setting our priorities and doing 

those things that fall in line with those priorities. Then you are able to say “no” to the things 

that aren’t priorities. Sounds easy, right?! It won’t be easy at first, but trust me it gets easier. 

You just have to commit to it. This will help you feel more in balance.  

 

The 4 Rs of Capacity 

Refuse – Say “no”. It is a complete sentence. Instead of saying I’ll try, just say no. Don’t stress 

yourself with doing things that you know you don’t want to do or just don’t have time to do. 

Don’t feel guilty. Don’t feel obligated to explain. It will get easier.  

Rest – Take time for ourselves to rest, not just physically, but also mentally and spiritually.  

Reflect – Take time to refocus and redirect ourselves and our energies. You need to time to 

know what direction to move in. Otherwise, you’re just like the little toy wind up feet that just 

move around with no real direction.  

Refresh – After you do all of these things, you will be able to connect with people on a deeper 

level because you’re not mentally, physically or spiritually drained.  

Take the time for you. Develop a routine for this time. It doesn’t matter whether it’s morning, 

noon or night. Set aside at least 15 – 30 minutes for you to start. You can grow it from there. 

The more benefits you see from taking this time, the easier it will be to demand this time for 

yourself.  

I’m speaking from experience. I started this process for myself the end of 2015. I started with 

just waking up 30 minutes earlier. It took a few months to get comfortable with it. I took this 

time to meditate and read before my son got up. I enjoyed it and decided I needed more time 

so I moved the time back to 5am and now I’m waking up at 4am each morning. I value that 2  
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hours of alone time. I’m not mom, daughter, sister, business owner or anything else. I’m just 

TRACIE. When I don’t get this time, my days seems off track.  

I’ve even added time before bed after my son’s asleep to unwind. I take 30 minutes to think 

about the day. I identify one thing to be grateful for and I write it down then place it in my 

gratitude jar. In addition, I begin to think about what I want for the next day. I just take a 

moment to envision it. Many times, the ideas will flow and I will write them down until I can’t 

write any more. This is what is considered a brain dump. You just write down whatever comes 

to mind. I find great ideas as well as tasks for the next day or week. I’ve given you a breakdown 

of my routine below.  

 

My Morning Routine 

4am – Wake up and pray. This is my time to be thankful for waking up.  

4:15am – Meditation and hydrate. I read my devotion and drink my water & herbal tea. Sit still.  

5:00am – Create my checklist. No more than 7 items for the day. I generally put 3-5 tasks. The 

rest that come to mind I hold for another day.  I also just write and let the ideas flow.  

6:00am – My son wakes up and my day begins.  

 

My Evening Routine 

9:30pm - Assess my day – gratitude and brain dump.   

10:00pm – Bedtime.  

 

Challenge: What routine will you set up for yourself starting today? 

 

8 TOOLS 

1. Set boundaries – Time is a precious commodity and we must stop giving it away to 

people that drain us. Focus on those that inspire, encourage and motivate us. They 

deserve the best of you. Learn to love them from a distance.  
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2. Say NO – It warrants saying again – NO is a complete sentence. You do not owe anyone 

an explanation when you say no. (Well, maybe your boss…) If it’s not a part of your 

priorities, just say NO.  

 

3. Be consistent – Create a routine that works for your life. Block time for your priorities so 

they don’t get lost in the shuffle. When things come up, don’t delete them from your 

calendar, reschedule them.  

 

4. Be flexible – Don’t let unexpected things get you off track. Allow yourself to be creative 

and open to new things. You never know what’s along your path to success so be open 

to try new things and connect with new people.  

 

5. Honor “you” time – Make it a part of your regular routine. Make it a priority. Start with 

at least 10 minutes each day. Honor your mind, body and soul. Remember you can’t give 

from an empty cup. You’re valuable. Fill yourself up so you can pour into others.  

6. Create capacity for your gifts – Take time to learn and grow in your gifts and talents. 

Continue Take risks. Don’t be afraid of taking on a new challenge. It will press you 

outside your comfort zone and you will be amazed at what you can do.  

 

7. Ask for what you need from others – Speak up. Tell people what you need and why you 

need it. You’re constantly giving. Stop blocking yourself from receiving. Those that love 

you want to give to you. Stop trying to be “Superwoman” or “Superman”!! We all have 

needs that should be met. 

 

8. Stay focused – Without focus, you can’t accomplish anything. The challenge ahead of 

you is beyond your comfort zone. It has to be otherwise it’s not a challenge. Keep your 

eye on your vision. The plan may change, but your why will not.  

 

Being able to build capacity in your life will able you to do what Mikki Taylor says “show up 

ready”. Luck only happens when you’re prepared for the opportunity when it presents itself. 

Get ready and stay ready. You will then be able to take advantage of every opportunity 

presented to you.  
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Leadership Strategist, Speaker and Author 

Tracie L. James is a Sales and Marketing professional turned Leadership 

Strategist, Corporate Trainer, Speaker, and Author of “Excuse Proof Leadership”.  

For over 20 years, she has utilized her expertise to help corporations, nonprofits, 

and educational programs. Clients include executives, entrepreneurs and 

organizations of all sizes. Tracie has appeared on TV and radio. In addition, she 

has performed on stages throughout the United States.  

With numerous awards and accolades throughout her sales, marketing, speaking 

and consulting careers, Tracie is not easily placed in one category, she defines her 

own. Tracie’s number one goal is to educate, develop and encourage leaders to 

reach their full potential.  

Connect with Tracie on social media @IAmTracieLJames or visit her website 

TracieLJames.com.  

 

http://www.tracieljames.com/

