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Paper infuses our lives and invades our space. Technology has not made paper obsolete but instead has given us more reason to print 
and save. There are many documents that are important reference materials but which are they? 

Suzanne Cross-Fong, owner of Red Lily Organizing states:  

I find that excess paper and particularly home offices is the number 
one complaint from my clients. It can be very overwhelming! 

Suzanne offers the following guide to help you to weed 
through your paper piles and teach you what is worth saving. 
This is only a guide and any legal or tax related documents 
that you are unsure of should be reviewed with a financial 
advisor, lawyer or accountant. 

Receipts 
From the coffee house to major purchases, we receive receipts on a 
daily basis. We keep so much of this type of paper but for what 
reason? Free yourself from receipt collecting and ask the following 
questions about your receipt: 
1. Do I need it for tax purposes or a health claim? If unsure (and 

particularly if you own your own business) keep receipt and 
consult your accountant. 

2. Do I need to return this item for a refund/exchange?  
3. Does this item have a warranty? If so, attach receipt to warranty. 
4. Do I need to reconcile this receipt with my financial records? 

These four questions will assist you in keeping useful receipts for 
taxes/health claims, returns, warranties and to track spending 
(Kolberg and Nadeau, 2002).  All other receipts can go! Stop saving 
grocery receipts and Starbucks slips! In fact, save a tree and when the 
overworked and underpaid clerk asks you if you want your receipt, 
say NO! If you are saving receipts to compare to your bank statement 
or track spending – great – but then shred/recycle when the task is 

done. An easy monthly folder system allows you to keep receipts that 
you may need for returns or to track spending. Review monthly and 
shred accordingly. Keep receipts for taxes in a separate tax file and 
receipts for warranties in separate warranty file/storage. 

Remember: We only review 20% of the paper we save!! 

Keep for 1 year – then purge! 
Annual sifting and sorting of all active files is necessary in order to 
minimize volume. You can implement the best filing system known 
to mankind but it will become ineffective if you do not regularly 
maintain it. Here is a suggested list of paperwork that can be 
reviewed for discard after one year. Remember that many institutions 
including banks, credit card companies, utilities and employers keep 
records of your account and often send an annual statement. An 
annual statement takes up a lot less room than 12-24 monthly 
statements and may not even be necessary to keep. Review the four 
reasons to keep receipts (above) and apply to the following: 
• Bank/financial institution monthly statements 
• Brokerage/mutual fund statements 
• Credit card monthly statements 
• Credit reports (in light of the popularity of identity theft, it is 

always good to check your credit rating on an annual basis) 
• Mortgage statements 
• Pay stubs 
• Receipts collected that no longer serve a purpose 
• Utility bills 
Keep any statement that has an outstanding balance until that 
account has been settled. 
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Keep for 10 years 
Why 10 you ask? Because it is a nice round number that is easy to 
remember! Some advice encourages 7 to 10 years but 10 usually 
covers you if there is ever a dispute. There is no statute of limitations 
on an audit when deliberate fraud is suspected. 

The Canada Revenue Agency recommends that tax documentation 
including  tax returns and Notices of Assessment be kept for 6 years 
from the date of filing. This actually means you are keeping 
supporting documentation for 7 years total. 
Such documentation may include but is not limited to: 

• T4 forms 
• Annual mortgage statements 
• Child care receipts 
• Education receipts 
• Recreation receipts 
• RRSP/RESP documentation 
• Alimony/child support documents 
• Medical expenses 
• Property tax payments 
• Mortgage information 
• Donations 
• Annual statements for credit cards 
• Annual statements for utilities 

When in doubt, ALWAYS consult with a financial advisor 
or accountant. 

Keep indefinitely -permanent records 
The documents that are considered “originals” or that you will have to 
pay to receive another copy of are considered permanent records and 
can be kept indefinitely. These papers usually contain important 
information that may not be accessed regularly. They should be stored 
in a waterproof container that will keep your papers safe from water 
damage, sunlight, insects or rodents. It is also recommended that a copy 
of these documents be stored in another location such as a safe deposit 
box or virtual safe in the event of fire/theft. They can include: 
• Adoption records 
• Insurance policy information – auto/home/life (keep documents as 

long as policy is in effect) 
• Birth/death certificates 
• Religious records (baptismal/marriage certificate) 
• Divorce agreement 
• Child custody papers 
• Business tax returns (if self employed) 
• Auto records (for as long as you own the vehicle) 
• Medical records (immunization, prescriptions, hospitalizations) 
• Pension plan records 
• Home related records – save all real estate records and transactions 

for the duration of ownership plus 7 years (Walsh, 2010) 
• Receipts for major home renovations 
• Receipts for major purchases with warranty 
• Education records 
• Investment records with beneficiary information  
• Wills 
• Military records 
• Power of attorney 
• Passports 

Photos 
Again, technology doesn’t always make life easier and now we 
have not 5 pictures of a birthday party but 25 on our digital camera! 
There is great software available that helps to sort and categorize 

pictures. This may be the best means for those comfortable on the 
computer. For others who enjoy the tactile experience of leafing 
through family pics, albums and photo boxes are still popular. The 
best advice is to be ruthless in saving those photos. Keep only those 
that are representative of the event and limit yourself to 5 pictures 
per gathering. Get rid of the blurry, the unrecognizable, the 
damaged, the duplicates and keep the good stuff! If they are truly 
valuable to you, transfer to a disk and store in an indestructible 
home safe or safe deposit box. 

PLEASE release me! 

There is a lot of paper that requires 
a minimal amount of your time and 
energy. This “stuff” crosses our 
paths regularly and if we deal with 
it daily, the chore of managing 
paper will become much easier. 
Professional organizer Julie 
Morgenstern has a great list of 
things that you can sift and sort right 
out the door! I have added a few to 
her list. They include: 
• recipes and cookbooks that you haven’t looked at in 2 years 
• poor quality photos 
• travel info/maps that are over 5 years old 
• business cards whose names you no longer recognize 

• magazines/newspapers/catalogues that 
are more than 3 mos. old 

• dated flyers 
• schedules/invitations from past events 
• expired warranties 
• manuals for items you no longer own 
• expired insurance policies 
• old greeting cards unless they contain 

a special message  
• expired coupons 
• take out menus that are over 1 year 

One final comment 
So much of the paper we keep is also kept by the agency that 
distributed it in the first place. Documents that have been lost or 
destroyed can often be requested from the original source (like this 
one!) An organized paper management system will help you to 
locate and make the most of the documents that you decide to keep. 
It is only worth keeping paper if it is useful and can be retrieved 
when needed! 
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Space Clearing Bell – Regular $54.95    Special Price $45.95 
Sound is a powerful technique to change the vibration frequency of a space. 

This lovely 7-1/2” high Space Clearing Bell is handmade and tuned to a clear and perfect tone. 

The pure resonate tone of the bell is one of the most effective ways to clear old, stagnant, negative energy 
and bring new, pure, positive energy into a space. Also see our new Space Clearing Kit – designed for a more 
extensive space clearing in your home or office. 

Order Today! 

 

 

Space Clearing Kit – Valued at $95.00   Introductory Price $80.95 
This Space Clearing Kit includes everything that you need for a space clearing – either simple or comprehensive space clearing. 

Spring is an excellent time of year to perform your space clearings – rid your space of any stagnant, negative energy and bring in fresh 
and positive energy. Space clearing should be performed at least twice a year. This fabulous kit includes: 

• Space Clearing Bell to change the vibration frequency of your space to clear old, stagnant, negative energy; 
• Abalone Shell provides representation of the four elements and is the perfect size to hold when smudging; 
• 2 White Sage Bundles, perfect for cleansing and purifying powers in space clearing; 
• 2 Packages of Small 4” Incense Sticks  

Sandalwood to cleanse energy and Frankinsence to relax and calm energy 
(20 incense sticks per package, each stick burns for approximately 15 minutes); 

• Nag Champa Incense – the most popular incense in the world enhances any environment; 
• Small Wooden Ash Catcher (for 4” incense sticks) 

Order Today! 
 
 

Assorted Red Envelopes (heavy paper)   Special Introductory Price $1.75 
The red envelope tradition has been practiced throughout Chinese history. These red envelopes are 
constructed from a heavier quality paper and have assorted illustrations. When they are given as a gift, 
red envelopes are considered to be a wish of good luck, prosperity and happiness to the person who 
receives them. The exchange of red envelopes honours the ancient tradition, cultivates clarity and 
empowers use of information by strengthening and enhancing its effectiveness.  

Package of 8 assorted envelopes 

Order Today! 

 
 

All Green 30mm Crystals – Regular $29.95   Special Price $24.95 
Whether it is the peridot, antique green or striking emerald green Swarovski 
30mm crystal, these crystals will get the family energy flowing. The 
expansive, growing and upward moving characteristics add a burst of energy 
to improve family relationships. Make sure the energy flowing throughout 
your home is nourishing and supporting your family.  

Order Today! 
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Register Today at www.fengshuimarket.ca

Visit Workshops/Seminars under Products & Workshops

or call 403.295.7336

Registration fee includes lunch & handouts

Mastering the Feng Shui Consultation
• Are your Feng Shui consultations creating exciting results for both you and your clients?
• Are your clients regularly hiring you for additional or follow-up work?
• Are you winning significant new business based on referrals from happy clients?

If you cannot answer a resounding YES to each of the above questions, this course is a MUST for you !

June 25 & 26, 2011
9:00 am to 4:00 pm

LIMITED SEATS AVAILABLE

DAVID KENNEDY SPECIAL OFFER
for a limited time only

Register for 2 Workshops
before May 25, 2011

for an incredible savings of $200!

DON’T MISS THIS OPPORTUNITY to learn the secrets of a successful Feng Shui Consultation AND Metaphysical Career 

from North America’s most successful Feng Shui Consultant

Thriving In Your Metaphysical Career
David Kennedy’s road to success is remarkable  
     and now ... he is going to share his secrets to success with you! 

David Daniel Kennedy is the acclaimed author of the bestseller, Feng Shui for Dummies.

   But did you know  that his success was achieved 

                                                      from his consulting and business expertise

                                                     . . . and then he wrote Feng Shui for Dummies?

and . . .

Now you can learn David Kennedy’s Powerful Methods for Success!

October 1 & 2, 2011
9:00 am to 4:00 pm

$790 registration before May 25, 2011
Simply register for both courses

and enter promo code AWKSpecial

$495  

plus 9 Red Envelopes

$495  

plus 9 Red Envelopes

http://www.fengshuimarket.ca/category-workshops.html


Register Today at www.fengshuimarket.ca

Visit Workshops/Seminars under Products & Workshops

or call 403.295.7336

Registration fee includes lunch & handouts

use promo code AWK50

Mastering the Feng Shui Consultation 
     David Kennedy’s Powerful Methods for Success!

$445 early registration before May 25, 2011 

$495 after May 25, 2011  plus 9 Red Envelopes

Effective scripts & dialog, communication patterns that make 
all the difference for success or failure for every part of the process.

The most important factor in building your Feng Shui career is the effective delivery of client consultations.
As a consultant, your Feng Shui knowledge and training is ONLY as useful as your ability to successfully 
deliver powerful results for your clients.

David Kennedy has broken down the entire Feng Shui consultation process into four (4) specific steps. This 
hands-on class will provide you with precise, detailed instructions to help you master these key steps for 
success in your consultation practice.

June 25 & 26, 2011  -  9:00 am to 4:00 pm
Radisson Hotel Calgary Airport, 2120 - 16 Avenue NE, Calgary, AB

Learn the secrets to become a successful Feng Shui Consultant
from North America’s most successful Feng Shui Consultant

• Are your Feng Shui consultations creating
  exciting results for both you and your clients?

     • Are your clients regularly hiring you 
       for additional or follow-up work?

         • Are you winning significant new business 
           based on referrals from happy clients?

If you cannot answer a resounding YES to each 
of the above questions, we have the answer for you!

Four Key Steps for a 
Successful Feng Shui Consultation
1. Setting the Appointment
2. Preparation
3. Delivering the Results
4. Follow-up

As well, you will learn:
• Conditions to Guarantee Success vs Failure
• Pitfalls to Avoid
• Mastering both One- and Two-Visit Consultations
• How to Reduce Work Time Creating Reports
• Securing Client Buy-In for Cure Recommendations
• Effectively Communicating your Fees
• Language Tips for Consulting Pros

BONUS
Includes consultation forms

to use immediately (in MS Word)

LIMITED SEATS AVAILABLE

DAVID KENNEDY SPECIAL OFFER UNTIL MAY 25, 2011 - Register for TWO Workshops for $790 - that’s $395 each!
Simply register for both workshops and then enter promo code AWKSPECIAL at checkout

http://www.fengshuimarket.ca/category-workshops.html


Register Today at www.fengshuimarket.ca

Visit Workshops/Seminars under Products & Workshops

or call 403.295.7336

Registration fee includes lunch & handouts

use promo code AWK50

Thriving In Your Metaphysical Career 
Learn David Daniel Kennedy’s Powerful Strategies for Success!

$445 early registration before August 25, 2011 

$495 after August 25, 2011  plus 9 Red Envelopes

October 1 & 2, 2011  -  9:00 am to 4:00 pm
Radisson Hotel Calgary Airport, 2120 - 16 Avenue NE, Calgary, AB

Learn the secrets to having a successful Metaphysical Career
from North America’s most successful Feng Shui Consultant

LIMITED SEATS AVAILABLE

David Kennedy’s road to success is remarkable  
     and now ... he is going to share his secrets to success with you! 

Secrets of a Successful Career
How to really make a living in your Feng Shui or other 
metaphysical career. Separate fantasy from reality and 
use exactly what works. If you are serious about making 
it, this class gives you the exact techniques and secrets 
of succeeding.

Creating Your Unique Offering
Define exactly what you offer and make it unique so 
you have specific pull in the marketplace. You are 
unique and your skills are unique. You must discover 
how to present that uniqueness in a manner that will 
be very attractive to your clients.

Setting Fees Your Clients Accept Easily
Dramatically increase your fees and have yur clients 
accept them. You will discover what you can truly charge, 
and how to communicate your fees smoothly and 
effectively. Amaze yourself by raising your fees many-fold!

Implementing Client Feedback
Learn a fantastic technique that allows you to actually 
see your clients changing during your consultations! 
This feedback is the master key to consulting success.
With this method, you remove the guesswork and see 
your cures working for your clients in real time.

Expanding the Consultation Time
Expand the consultation time so you can assist your 
clients in making powerful, long-lasting changes. 
When you have sufficient time to observe clients’ life 
patterns, you make superior client recommendations 
and fine-tune them for maximum results.

Increasing Your Perceived Value
There are many specific techniques that make the difference 
between consultants who succeed in a big way and those 
who try hard without significant progress. This is the 
ONLY class to reveal these detailed methods!

Winning Repeat Business
Perform multiple consultations with the same clients. 
Learn the secrets of “sequential consulting” with the 
same clients. An enthused client will want you to work 
with them again and again. 

DAVID KENNEDY SPECIAL OFFER UNTIL MAY 25, 2011 - Register for TWO Workshops for $790 - that’s $395 each!
Simply register for both workshops and then enter promo code AWKSPECIAL at checkout

Giving the Optimal Number of Cures
Obtain the secrets of giving the client just the right 
amount of cures - not too many and not too few. 
There is a simple, easy way to get this right - the power 
of which will amaze you.

David Kennedy is the acclaimed author of the bestseller, Feng Shui for Dummies.

   But did you know that his success was achieved from his consulting and business expertise

                . . . and then he wrote Feng Shui for Dummies?
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