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The Ultimate C
to Legal Intake

For today’s legal teams and their cross-departmental
partners, chaos isn’t the exception when it comes to

managing contracts, it’s the standard.

Legal routinely feels behind on new, or even worse,
overdue requests. Emails pile up, Slack messages

go unanswered, and urgent tasks get buried under
lower-priority work. Mistakes happen. This leaves the
company vulnerable to financial or reputational damage.
Employees become overwhelmed, leading to burnout.
And even if immediate issues are resolved, new ones

will quickly emerge.
The answer? Structured legal intake workflows.

It might sound simple, but unless these processes are
set up correctly, legal teams are merely patching
holes in a sinking ship. Without consistency, bolstered
by intelligent and efficient technology, it becomes
challenging to prioritize tasks, monitor progress, or
effectively demonstrate the legal team's contribution

to the business.

By formalizing how requests are captured, triaged, and
resolved, legal teams can replace chaos with clarity. A
modern intake system not only reduces inefficiencies,
but also empowers legal to operate with the same

transparency and scalability as other business units.

To understand why, let’s break down what a legal
intake workflow entails, why they’re so essential, and

how you can start leveraging them the right way.
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Let’s start with the basics: what exactly is a legal

intake workflow?

A legal intake workflow is a structured process that
guides how incoming requests are submitted, reviewed,
assigned, and resolved. The workflow is formalized by
the use of a specific tool or channel and clearly
outlining the people and steps involved throughout the
process. Legal intake flows help ensure organization,
visibility, and accountability for all parties involved in

the various requests received.

These types of requests include:

o Vendor and supplier contracts
71 Approval
/TQ_ Legal review
(O) NDAs

Compliance Documentation, and more
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Having set legal intake workflows helps create parameters
and guidelines for the entire company to adhere to.
Think of it as a playbook for handling every contract
review, compliance question, or policy update request

that comes your organization’s way.

Instead of relying on ad hoc emails or informal verbal
asks at the office, these workflows centralize and
officially document all requests into one place. This
makes it easier to track progress, set expectations,

and ensure nothing slips through the cracks.

Why Legal Intake Workflows Matter

The need for structure goes beyond convenience.

It’s about ensuring the business runs smoothly and
securely. With appropriate intake structures, legal
teams shift from reactive problem-solvers to proactive

business partners.

Unoptimized intake structures can create:

X

Lost time: Hunting through emails, and one-off
Slack messages to find missing details.

Frustrated stakeholders: Delays when requests
aren’t acknowledged or tracked.

Burnout: Lawyers spending more time managing
logistics than practicing law.

By contrast, well-defined intake management
software ensures that requests are captured,
triaged, and routed properly — creating
efficiency for the legal team and a better

experience for the business.

¢ Continuous monito

[0 LinkSquares


https://blog.linksquares.com/how-clm-supports-key-stakeholders-in-the-vendor-management-process

To design a workflow that actually works, focus on these core components:

R

-
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[\ Automated Routing

Assign requests to the right person or team
automatically, reducing delays and manual
handoffs. LinkSquares’ intelligent routing
capabilities ensure that each contract request
or legal query is sent to the appropriate

legal team member or department without

manual intervention.

-

/ \ Clear Triage Rules

Clearly define the criteria for prioritizing requests, like urgency, potential business impact, or the role
of the requester. With LinkSquares, you can set up automated rules to categorize and prioritize incoming

requests based on predefined criteria, ensuring critical matters are addressed first.
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Improvement starts with a structured approach that any legal team
can follow. Instead of trying to overhaul everything at once, the key is to

move methodically.

Start by understanding where your current process is breaking down, then
adding in small, intentional improvements. This systematic approach
ensures that intake evolves in a sustainable way, with buy-in from both

legal and business stakeholders.

H TO BETTER WORKFLOWS

42 clauses deviate from company standards

lew Non-Standard Clauses

A better intake process requires a thoughtful, step-by-step framework:

If you’re still feeling overwhelmed with the idea of not
knowing where to begin, let us assure you: this is
actually a lot easier than you might think. Contract

lifecycle management (CLM) solutions like LinkSquares

were created for this very purpose, and are designed
to help you upgrade your legal intake workflows in an

intuitive, scalable way.
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But if you’re not ready to commit to a CLM software

solution just yet, you can always use this same
process with tools you already have, it will just require

more diligence, creativity, time, and less automation.
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Introducing a new process can be difficult, even if it’s
proven to make everyone’s job easier in the long run.
Implementing a new process demands more than just
acquiring the technology, it requires cohesive alignment

and enthusiastic buy-in across the entire organization.

We recommend following these best practices throughout

the implementation journey to keep progress moving

forward while prioritizing a positive company culture:

>\~  Communicate the benefits to business
v/~ stakeholders
,9,. ] Train users on the specifics of the tool,

Pk with ongoing support as needed

=h Set clear service level agreements to
.LI manage expectations

C— Encourage feedback to refine the
H process over time

Common Mistakes to Avoid

As with any list of Dos, there’s a correlating set
of Don’ts that are just as critical to successfully
integrating a CLM into your organization. Even with

the best intentions, legal teams can stumble when

implementing intake workflows. We suggest steering
clear of the following pitfalls to promote streamlined,

widespread tool adoption:

X Don’t use email or Slack as your system of record.

Messages get lost, and there’s no consistent tracking.

X Don’t forget to prioritize or categorize requests.

Everything feels urgent, and the team burns out.
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X Don’t underestimate the importance of a feedback
loop for requesters. Stakeholders feel ignored when

updates aren’t shared.

X Don’t overlook comprehensive software visibility
for legal teams or executives. Leadership lacks insight

into workload and performance.

How Legal Tech Supports Scalable Intake

When a company scales, so does the volume and
complexity of legal requests. Combined with sudden
rapid growth or even organizational downsizing,
smarter tech becomes a non-negotiable. Purpose-
built legal tech provides the structure and automation

necessary to keep intake scalable and efficient.

For example, templates and smart forms ensure that
every request is submitted with the right level of
detail, reducing the back-and-forth that often slows

matters down.

Intelligent routing rules then direct requests to the
right person on the team, eliminating bottlenecks and
making sure urgent matters are handled first.
Integrations with tools like Slack, Salesforce, or Jira
allow employees to submit and track requests within
the platforms they already use, which encourages
adoption across the business. Finally, advanced

analytics and dashboards give both legal operations

and executives real-time visibility into request trends,

workload distribution, and performance metrics.
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If you’re plagued by endless Outlook threads, disparate By defining clear steps and avoiding common pitfalls,

document folders, or dozens of crumpled Post-Its serving legal teams can deliver faster responses, improve
as a current intake process, consider upgrading to an collaboration, and scale alongside the business.
intelligent CLM that was purposefully built to make LinkSquares is the catalyst that can evolve intake
legal’s job easier. from a frustrating bottleneck into a streamlined

systemthat empowers both the legal team and the
A strong legal intake workflow goes beyond process wider organization.

improvement; it’s a strategic advantage that shortens
timelines, amplifies visibility, and allows legal experts

to take control of the intake situation.
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