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Log into the CTMS, navigate to the appropriate entity 
(Organization, site, etc.) and click on Activity Plan 
Templates from the menu on the left.
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Select a draft Activity Plan, then 
click Edit.
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Note: Only draft templates may be edited.  Once a template is published, it will need to be retired and a 
new, updated copy will have to be created.  Should an activity template need to be replaced, any 
associated activity plan templates should be reviewed for necessary edits as well.

Make any necessary changes, then click Save Activities when finished.3
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