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IMPORTANT: 
 

Print out this entire document and go through it 
page by page with your staff so they understand the 
importance of: 
 

1. Sending us your current email list that 
includes only the emails of your current 
patients and anyone who has been in your 
office within the past twelve months. We’ll 
start these individuals on the Weekly Health 
Update emails. (If these emails are stored in 
your practice management software and you're 
not sure how to "export" them to send them to 
us, call tech support for your software vendor 
and they can show you how to do it.) 

 
2. Sending us new patient emails as they start 

care so we can send them the 20 emails that 
are designed for new patients (we’ll move them 
to the Weekly Health Update list after email 
#20 goes out). 

 
If you're not a "computer person", that's okay—if 
you can send an email or go to a web page, then 
you have almost all the computer skills you'll need 
to implement. If you need help, call our office at 
925-743-3779.  
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We Are Updating Your File. 
To Better Serve You, Please Provide Us  

With The Information Needed.  
(Highlighted Below) 

  
 
 Name :_________________________________________ 
 
 Home Address: _________________________________  
 
          Phone Number: ________________________________ 
 
          Email Address: _________________________________ 
 
 Today’s Date: ___/___/___ 
 

 

First You Must 

Achieve Trusted Expert Status 
 

DO THIS FIRST! 
 

(For future reference, along with your other policies, instructions or 
training material, 3-hole punch THIS DOCUMENT and put in binder) 

 
1.) For Patients Currently Under Care Or Come In 
Periodically Who You Don’t Have Email Address For: 
 
On a half sheet of white or ivory colored paper, create a form similar 
to the one below. Then before presenting to patient, with a pen, have 
C.A. write in patients name and the date then highlight in yellow with 
a highlighter, the words “Email Address” below. (In most cases you 
will not need to update their home address or phone number.) Then 
have C.A. give and explain this to the patient that you’d like their 
email address. Your C.A. should do this with confidence and 
authority; not in a tone of voice as if he or she is asking for it. With 
the right attitude, your front desk should be able to get the email 
address of the majority of your existing patients. If they ask why, say 
with a smile, “We provide our patients Weekly Health Updates”…they 
are short and sweet and you’ll like them!” 
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2.) For Brand New Patients – Include a space for their email 
address like this: (If your existing forms don’t have a space 
for their email address, then write in somewhere on the 
form, “Email Address:____________”. 
 
Name 
Address (home) 
Address (work) 
Home phone 
Work phone 
Cell phone 
Email 
 
 
If you can make new forms, then above their signature put 
something to this effect: 
 
I give <Your Practice Name Here> and its representatives permission 
to communicate to me via the contact information above. 
 
Or if you prefer, include the half sheet on the previous along 
with their intake form/s using the same instructions. 
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3.) For Recent Inactive Patients (Those who aren’t coming 
in anymore but have been in your office in the last 12 
months or less), start them on the “Weekly Health Updates” 
and not the “20 Emails”: 
 
Phone Script: - Call 3-5 per day. 
 
“Hi this is xxxxx from <Name of Office> we are updating your file. Is 
your address still <say address here>?” If no, update. If yes, then 
say, “Okay thanks. How are you doing?... okay?” (They’ll probably 
say yes) then say, “Great, thanks you…oh wait, what’s your email 
address?”…then pause. If they ask why you need it, say, “To save 
paper we are using email whenever possible which includes our 
Weekly Health Updates.”…(then they will give to you)… “Thanks and 
have a great day.” 
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New Patient Emails 
 
 

Why The “20 Daily Emails” Sequence For ALL of Your New 
Patients Is More Important & Profitable Than You Think! 

 
 These days, patient education IS more important than ever but the 
problem is what you’ve been taught by our profession, including 
consultants,  about what that education consists of, who gets educated, 
when they get educated, and how that education is delivered is actually 
repelling and NOT attracting patients to Chiropractic or to your office.  
  
 Spinal screening, typical “consultations”, “report of findings”, “spinal 
care classes”, Chiropractic wall posters, brochures, pamphlets, even some 
practice names and business cards repel patients; more often create poor 
positioning of the profession, the practice, and the doctor. 
  

 ChiroTrust® is the only service in Chiropractic that truly focuses on 

what patients want. Everything it creates for ChiroTrust® doctors is 
congruent with THIS profit generating philosophy.   
  
 As you know, just one of the many components of ChiroTrust®  is the 
new patient “20 Emails” sequence. 
 
 This sequence incorporates the right message at the right time to 
the BEST segment of the market: YOUR NEW PATIENT! This 
accomplishes many things including (but not limited to) the following: 
 
1. Increases perceived value of Chiropractic and your office. 
2. Drastically reduces drop outs and cancellations.  
3. Provides A LOT of quality, useful, and professional content over 20 

days. (20 opportunities to be in their consciousness while they're out 
living their lives and interacting with their friends, family and co-
workers.) 

4. Since each patient isn’t going to be interested in everything discussed, 
splitting it up into 20 "bite size” emails increases overall readership. 

5. Each email gives them a chance to access more information if they like; 
about other symptoms and they can also click over to the online “Pain 
Relief Updates” and all its condition specific articles! 

 
 To make sure we have the best possible chance of having them read 
some or all of the 20 emails, towards the end of their first office visit, 
memorize than say this to EVERY NEW PATIENT (we will also post this in 
“The Vault”):  
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"Also, my patients, friends, and family receive my Weekly 
Health Updates via email. You can read some or all of the 
emails; it is totally up to you and if you like, you  may share them 
with your friends and family too." 
 

 There has been a lot of thought put into every aspect of ChiroTrust®  
and a lot of behind the scenes work by a lot of people to make it easy for 
you implement. Most of the work has already been done and is continually 
being done for you. All you have to do is truly the easy part; just 
IMPLEMENT and from time to time, check in with me.  
 

 
Instructions: 

 
As soon as you'd like someone to start receiving the 20 Emails 
on Chiropractic care, sign into the ChiroTrust®  Member-Only 
Website by going to www.Chiro-Trust.org and clicking "Member 
Login" in the top right corner. (Your username and password 
are located at the bottom of your daily Time to Think emails.) 
 
Click "New Patient Emails": 
 

 
 
Then, type the patient's email into the yellow box and click the 
SUBMIT button. 
 
... Then, you'll be taken to a confirmation page and if you have more than 
one person you want us to start sending the 20 emails to, you'll be able to 
type in their email address here.  
 
New patients will start receiving emails within 1-2 business days. 
 

 
Each email will include links so they can opt in for more information on  

• Back Pain  
• Neck Pain  
• Headaches  

• Carpal Tunnel  
• Fibromyalgia  
• Whiplash  

 
After the 20th email, they'll also be added to the Weekly Health Update 
and Monthly Pain Relief Updates emails lists.  
 
If someone decides they do not want to receive the emails, they simply click 
a link that is at the top and bottom of each email that says… 
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These 20 daily "Health Updates" on Chiropractic are exclusively 
for friends and patients of Dr. <Your Name>. 
To discontinue all emails, Click Here. 
 
and then they will automatically be eliminated from receiving future 
emails. 
 
Unless we hear from you (or they opt out), we will continue emailing them 
all the 20 emails and then the Weekly Health Updates and Monthly Pain 
Relief Update emails. (That's what we recommend.) 
 
 

NOT SURE IF YOU HAVE ALREADY SUBMITTED  
A NEW PATIENT’S EMAIL ADDRESS? 

 
 
Our system is designed to automatically detect and merge duplicate emails 
so patients won’t receive the same email twice. If you’re not sure if you 
have already submitted an email, go ahead and resend it. If an email is 
added to the new patient list twice within a 30-day period, the new patient 
emails won’t restart from email #1.
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CURRENT AND RECENT 
INACTIVE PATIENT EMAILS 

 
 
Your Current Patients and anyone else who has been in your 
office within the last twelve months on the “Weekly Health 
Updates” and Monthly "Pain Relief Updates" will start with the 
Weekly Health Update emails and not the “20 Emails” for new 
patients.  
 
IMPORTANT: Do not submit emails of patients who haven’t been 
on your office in over a year. Studies (and our experience with 
thousands of doctors) show that if you haven’t been in regular 
contact with someone, then after a year, they will be as 
responsive as a stranger. This means they likely won’t open 
emails from you and if they do, they may report them as spam. 
That’s no good for you, ChiroTrust, or other members. 
  
If you have a large list of emails that you’d like to send to us in bulk (just 
email addresses, no other contact info needed), use one of the following 
formats:  
 

- Excel Spreadsheet  
- Comma Separated Variable (.CSV)  
- A Text File (.TXT) or Word Document (.DOC) with each patient's  

 email address on a separate line.  
 

IMPORTANT: Do Not Include The Name Of Any Patients,  
Emails Only. 
 
For example:  
 john@aol.com  
 smith@aol.com  
 jane@aol.com  
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INSTRUCTIONS: 
 
 
To add patients directly to the “Weekly Health Updates” and the monthly 
“Pain Relief Updates”, email MyEmailList@Chiro-Trust.org. In the 
subject line your staff is to type in your name, followed by “Existing Email 
List”. For example:  
 
           SUBJECT LINE:  “Dr. John Smith - Existing Email List” 
 
If you have a large list of emails that you’d like to send to us in bulk (just 
email addresses, no other contact info needed),  use one of the following 
formats:  
 
- Excel Spreadsheet  
- Comma Separated Variable (.CSV)  
-A Text File (.TXT) or Word Document (.DOC) with each patient's  
 email address on a separate line.  
-Or, paste your list of emails in the body of the email. 
 
You can send over more emails as often as you like.  
 
Submitted email lists are imported on Friday afternoon (12 noon 
cut off time) and they will start receiving emails the following 
Monday. 
 
Don't worry if you send over any duplicate emails, we automatically check 
for them every time we add new emails to the list. 
 
IMPORTANT: Do Not Include The Name Of Any Patients,  
Emails Only. 
 
For example:  
 john@aol.com  
 smith@aol.com  
 jane@aol.com  
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If your office would like any email removed from your list, 
simply let us know via email  (MyEmailList@Chiro-Trust.org) by 
putting in the body of the email, their email address then the 
word "REMOVE"  
 
             For example... (Emailed to MyEmailList@Chiro-Trust.org)  
 
             SUBJECT LINE:  Dr. John Smith  
 
             BODY OF EMAIL:  
             Jane123@aol.com, REMOVE 
 
 

NOT SURE IF YOU HAVE ALREADY SUBMITTED  
A PATIENT’S  EMAIL ADDRESS? 

 
 
Our system is designed to automatically detect and merge duplicate emails 
so patients won’t receive the same email twice. If you’re not sure if you 
have already submitted an email, go ahead and resend it. 
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HOW CHIROTRUST MANAGES YOUR EMAIL LIST TO 
 ENSURE THE BEST POSSIBLE DELIVERY AND OPEN RATES: 

 
 

ChiroTrust contracts with Marketo to send emails on behalf of its 
members. Marketo is a marketing automation service that caters to 
Fortune 500-sized companies and part of the Adobe family. ChiroTrust 
also utilizes a dedicated IP address to ensure that poor email behavior by 
other businesses does not affect the delivery of ChiroTrust members. 
ChiroTrust also monitors its domain/ip reputation via Google Postmaster, 
Cisco’s Talos (formerly SenderBase), and Return Path’s SenderScore. 
 
ChiroTrust utilizes the same list cleaning best practices as other major 
companies in order to maintain consistent delivery and open rates. 
 
These strategies are designed to ensure emails are only sent to recipients 
who read/engage with the sender and not sent to abandoned or inactive 
email addresses or so-called “spam traps”:  
 

• When emails are initially submitted to ChiroTrust, they are 
processed by a list cleaning service to identify any emails that are 
known spam traps, are invalid, or have been closed.  

 

• All emails include opt out links at the top and bottom of each email. 
 

• If a recipient fails to open or click a link in any email over the course 
of 90 days, they are placed on an inactive list so further emails are 
not sent to them. This helps prevent emails from being delivered to 
spam traps/dead emails, which can hurt deliverability for the other 
emails on your list and the other doctors in ChiroTrust. 

 

• On an ongoing basis, emails that have been placed on the inactive list 
are re-added to the active list for a limited time period in an effort to 
re-engage them and return them to active status.  

 

 
Questions? Call us.  
We are here to help you. 
925-743-3779 
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