
XIT PROCES 

This form is internally created for State of Nebraska Human Resources Shared Services (“HRSS”) and is intended for HRSS 
Customer Agencies only. No State of Nebraska Agency is required to use this form unless otherwise instructed. 

OffBoarding Process 

Supervisor collects State Property from departing teammate on last day

HR informs LINK Security team of departing teammate's last day

HR informs State Patrol of the departing teammate's last day

HR informs Agency Finance of the departing teammate's last day

HR completes the Termination Event in Workday

HR submits Termination ticket in the OCIO Portal (some agencies handle this independently)

Supervisor answers HR inquiry regarding archiving infromation

HR inquires about archiving of email and personal drive information from supervisor

HR provides an exit checklist/guide to departing teammate

Supervisor submits an Exiting Teammate Notification Case in Workday

Teammate turns in notification of intent to depart position to Supervisor
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